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Chuong 1: Cac Buéc Thiét Lap Hé Thong

1. Cai bat H¢é Quan Tri Co Sé Dir Liéu
Phan mém SmartTAS sir dung Microsoft SQL Server lam hé quan tri co s¢ dit liéu. Cac phién ban
duoc st dung cho SmartTAS nhu Microsoft SQL Server 2000/2005/2008 va cac phién ban rut gon
mién phi cia Microsoft SQL Server. Vi vay dé sir dung dugc phan mém SmartTAS yéu cu phai cai
dat trudce co so dir licu.

2. Tao Co Sé Dir Liéu — Attach Database

Phan mém SmartTAS chi hoat dong duoc khi chung ta tao co s& dir ligu. Co 2 cach dé tao co so dir
liu.

2.1Sir dung cong cu quan ly ciia SQL Server dé attach database

Tuy thudc vao phién ban cua Microsoft SQL Server ma s€ ¢o cac thao tac attach database khac
nhau. Nhung trén co ban thi ching ta s& sir dung giao dién quan 1y ciia Microsoft SQL Server dé
attach database.

2.2 Sir dung chirc ning attach database ciia phan mém SmartTAS.
Ban dau, sau khi cai dit hé quan tri co s¢ dir liéu xong va chung ta mo ph?m mém SmartTAS 1én
thi c6 thé thong bao 16i két ndi co sé dit ligu. Thong bao 16i nay co thé do ching ta chua attach
database hodc di attach database rdi nhung khong két ndi dugc (do chua chon dang ché do truy
cap vao SQL Server).-Trong truong hop chua attach database thi ching ta nhan vao nut

C&u Hinh Ca Sa DiTr Ligu < as s ‘A £ \ e X 5 ~ T tA ~ £ ‘A
’ & ' ] Khi d6 giao dién “Cau Hinh Két No1 Co S& Dir Li€u” s€ xuat hién.

Trong giao dién nay ching ta tiép tuc nhan vio nut L] Atizch fle ot | dé tién hanh attach

[ (5 Kigm Tra K&t NG

database. Sau khi hean thanh qué trinh attach thi ching ta ] Néu két nbi thanh

| b LvaThost |

cong thi nhan vao nit , thoat phan mém va m¢ lai. Néu qua trinh kiém tra két
nbi khong thanh cong thi kiém tra lai quyén truy cp co so dir liéu.

3. Khai B4o Host — Thiét Bi
Phén khai bao Host va Thiét Bi xin vui long xem tai Chuong 4 Thiét Bi, phan Quan Ly Thiét Bi
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Chwong 2: Cac Qui Pinh Chung

1. Mé/Thoat Phan Mém

v' M¢& phan mém: Phan mém c6 thé duoc cai dit hodc copy chuong trinh chay vao 6 dia cimg. Icon

z
Pt | SmartTAS
Lys

cuia phan mém cham cong . Chung ta chi nhap doéi chuot-dé m¢d phan mém.

v' Thoat phan mém: Chung ta ¢ thé thoat phdn mém theo nhiéu cach nhu vao Hé Thing =
Thoat hodc nhin vao nat HTest  trén thanh Menu. Néu nhan vao nit thoat trén thanh
X

I:Im 1 A A ~ A r 3 N o~ 5 . J A r o 1 r
=11 thi phan mém s& khong thoat han ma s€ nam & Taskbar, khi d6 muon thoat han thi co

L H| SmartTAS
, , _ ELI‘JI
thé click chudt phai vao biéu tugng trén thanh Taskbar va chon Thodat (hodc

B Hign Thi

Hién Thi)

2. Truy Cap Cac Tinh Ning Ciia Phin Mém
Pé truy cap vao cac chirc ning ciia phan mém ta chon mét trong cac cach sau:

HE Than Darh Muc  Mhan S Cham Cdn CongCu Trg Gid Thoat . £ ,
' g i i g e pGiip . Khi muon st

v" Sir dung Menu Bar:
dung chtrc ning ndo ching ta chon vao menu dé, trong mdi menu chinh s& c6 nhiéu menu phu
twong tng cho cac tinh ning cua phan mém. Vi du muén vao chirc ning Bio Cao Nghi Phép

m‘ Chém Cdng Cdng Cu

Bdo Cdo Mhén Su Téng Hap

|IE B0 CoPhép N&m

1= 8s0 czo nghiphep

chung ta ¢6 thé chon:

v Sir dung cac nat trén thanh Tool Bar:

<+— Menu Bar

dm
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HE Thdng DanhMuc MhdnSy ChémCéng CongCu  Trgd Gidp [_]] Thoat
E@cE 2 rad: BE: B 8 =2
Tuong ing véi mdi nit trén thanh tool bar 1a mot chirc nang, chiing ta mudn xac dinh nat nao do
lam chtrc nang gi thi chi can dua chudt dén vi tri nat do, ngay khi d6 thong tin vé chirc nang cia
no s€ dugc hién ra. Va khi mudn st dung chirc nang nao thi click chudt vao nut twong tng.
v Str dung céc nut trén thanh Navigator Bar: cac chirc nang ctia phan mém dugc phan nhom trén

navigator bar (twong tu nhu trén menu bar). Khi chiing ta muén st dung chirc ning nao thi chi
can chon vao nhém = chon chirc ning cu thé trong nhom do.

L —
H&Thing DanhMuc MhadnSuy ChdmCéng CongCu  Tro Gidp [_]]Thu:uét < Menu Bar
EHiBlLEEiRElla:BiEEl: B3 Tool Bar

Nhan Sw & Navigator Bar

Bao Céo Mhén S0 Téng Hop
Béo Cao Phép Mam
Bao Cao Mahi Phép

3. Nhip Liéu Tiéng Viét
Phan mém hd tro toan dién viéc nhép liéu va luu trir theo Unicode. Vi vay, chung ta co thé st dung

cac bo gb tiéng Viét nhu Unikey hodc Vietkey. Bang ma va kiéu g 1a tiy chon, khong gi6i han.

Tuy nhién dé hd tro cho viée do tim Tiéng Viét, ban nén chon mot bang ma va kiéu g0 ma ban
thudng dung. Khi do tim theo tiéng Viét trong phan mém ciing sir dung bang mi do.

4. Nhap Dir Liéu Vao Phin Mém
Khi nhap dir liéu vao phan mém phai chil y dén giéi han va tiéu chuan cho phép. Déi véi cac dir
lidu (vi du: nhan vién) trong mot ddi twong (vi du: danh sach nhan vién) thi duoc phan biét theo ma
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(vi du: ma nhan vién). Vi vy chung ta s& khong nhap trung ma véi nhau (vi du: mdi nhan vién c6
mot ma nhan vién duy nhat khong trung vaoi1 bat ky nguoi nao trong danh sach nhan vién).

Trong phian mém SmartTAS qui dinh nhitng dang ky hiéu nhu sau thi dit liéu s& khong dwgc nhap
tring nhau: ky hiéu déu “*”, mau xanh, in ddm. Vi dy; | * & C.Cong | * M& Nhan Vién |

Céc trudong dir liéu khong duge dé tréng, bat budc phai nhap c6 ky hiéu mau xanh; in ¢am. Vi du:
| *MNgay HiéuLvc | Ludng Cd Ban |, trong trudng hop nay Luong Co Ban duoc ¢6 thé giéng
nhau gifta nhiéu nhan vién nhung khong duoc dé trong.

5. Cach Sir Dung Thanh Navigator

=

« q ) N M R - L X "

Trong phan mém st dung nhiéu thanh Navigator dung dé diéu khién dir liéu luu trit. Y nghia cta
tung nut trén thanh Navigator:

v I]: Tro vé dong/dir lidu dau tién/trén ciing.
II: Tro vé dong/dir li¢u dau tién cua trang hién tai.

v :]: Tré vé dong/dit lidu trude dé/phia trén.
:I: Tro vé dong dit liéu sau dé/phia dudi.

- Trd vé dong/dir liéu cudi cing cta trang hién tai.

: Tro vé dong/dir liéu cudi cung.

v : Thém mot dong/dir 1iéu méi.

: X6a mot dong/dir liéu tai vi tri dang chon.
S CONG TY CO PHAN GIAI PHAP WISE
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<
I

: Luu dong/dir 1i€u tai vi tri dang chon do thém ma1 hoac diéu chinh.

: Hay thao tac vira nhap tai vi tri dang chon do thém mai hodc diéu chinh.

<
II

: Hién thi dir liéu m&i nhét tir théng tin da luu trit trén co so dit licu.

6. Cac Ky Hiéu Trong Phan Mém

Trong phan mém sé& c6 nhiéu nut dam nhan mot chirc ning twong ty trong cac form
v : Nt Refresh, thuong dung dé tra vé mot danh sach mic dinh ban dau nhu danh sach toan

bd nhan vién trong cong ty, danh sach toan bo cac phong ban, danh sach tit ca cac thiét bi...
trong danh sach chon.

v : Nut Chon Tat Ca (Check All), chon tat ca cac doi tuong trong mdt danh sach.

4 : Nut B6 Chon (Uncheck all), bé chon tat ca cac ddi tuong trong mdt danh sach.

7. Kiém Tra Thong Tin Hé Thong

Khi phén mém dugc md1én, trén thanh Status Bar s& hién thi mot sd thong tin cuia h¢ théng.

TTPHUONG - 192.168.1.10 Mo User 3300 lhl? Ba 28082010 135642

N

Tén may tinh Diachi IP || Tén nguoi ding Phién ban phan mém Ngay gio hé thong

Ngoai ra, chiing ta ciing c6 thé xem thém mot s thong tin hé théng khac bang cach vao Tro Gitp =
Thong Tin SmartTAS
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&% Thong Iin SmartlAS

Fingerprint

AR-821FF

Phién ban HE Digu Hanh:
Dung lugong RAM vat ly:

Phién ban SmartTAS:

Microsoft Windows XP Media Center Edition (Version 5. 1, Build 2600, Service Pack 2)

1271 MB RAM

3.5.0.0

WiSE
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Chuong 3: H¢ Thong

1. Céu Hinh Két Néi Co S¢ Dir Liéu
Vao Hé Thong = Cau Hinh Két Néi Co So Dit Liéu

Chuc ning: Hé thdng sir dung Microsoft SQL Server (hodc mySQL) 1am hé quan tri co so dit lidu.
Qua trinh c4u hinh két ndi co s& dit liéu s& dugc thiét 1ap khi trién khai hé théng hodc duoc cai dat
tu dong. Khi c6 su thay doi vé cac van dé két ndi dén co so dit lidu thi chung ta mdi st dung chuc
ning nay dé tuy chinh cho phu hop.

Cau Hinh K&t Noi C6 S0 Diff Liéu
Chon Co 5 Dir Ligu

{(¥) Microsoft SQL Server 2000 trd [én
Server Host | LOCAL) M[ I_ﬁl F‘.Efresh]
Quyen Truy Cap
() Tich hop vwdi Windows NT User

{(¥) 517 dung Username v& Password
Username Password

=2 | |

Datshase | SMartTAS2010 [v]
[ % Mang Cap Yersion Trerr_] [ @ Attach file mdf ] [ [_jl; Kiém Tra K&t NEi ]

() mySOL 5.0 trd 1En

Server Hu:ust||DEa|hDst | F‘u:urt| 3306 |
Username Password

|r|:u:|t | | |

Database |SmartT.-5.5 M

| [ Kiém Tra ket i |

L Lwvathoat || XHﬂyEﬁuéThuét]I
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2. Ngon Ngir
Vao Hé Théng = Ngon Ngir

Chtric nang: chon ngdn ngit hién thi trén giao dién cia phan mém. Ngoai ra, cac trich xuat bao cao
cling hién thi theo ngédn ngir da chon.

Tigng Vigt - Vietnamese
English - English
H#EE - Japaness
Fr22 - Korean
RIS - Traditional Chinese
hIrfE{E - Simplified Chinese

3. Phin Quyén Nguoi Dung
Vao Hé Théng = Phan Quyén Nguoi Ding

Chtrc ning: phan quyén ngudi ding st dung phan mém gitp quan 1y ding nhdp va st dung cac
chirc ning ciia phan mém theo cac quyén han khac nhau. Mic dinh, ching ta ¢6 thé mo phan mém
ma khong can ding nhap. Tuy nhién, vi ddm bao tinh bao mat ctia hé thong, chiing ta nén thiét lap
phan quyén ngudi sir dung phan mém vdi ee chirc ning khac nhau.

—
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Phan Quyen Nguw'oi 50" Dung Phan Mém

: Danh Sach Mgudi S0 Dung Phan MEm

* Tén ©dng Nhap Quyén Admin | Khéa Mgurdi Dlng - [ ﬂi. Thém Mgurdi Ding
.|
] [ & ¥da Mgurdi Ding

&  osimatknau

— ) — R — . — -

~ [ & Thaat

Phén Quyén Chirc Mang

() Todn quyén truy cap
(*) Truy c&p theo chirc n&ng

w| o fm |+ | -] ] ]
Chic Mang | [1]

|| Ch&m Cong

|_|C&u Hinh K&t N&i Co 50 DI Ligu

| [ThigtBi

| |Mhan su I

| |Danh Muc

|_|Sdng Cu =
Phan Quyén Mgudi Ding Phan Mém

] <
| ; 2

Thue hién: cac bude thiét 1ap phan quyén ngudi ding.

Thm Nauri DL s i Dt 51 s& XUA
[ $2  Thém Ngurdi Ding ], man hinh Tao Ngudi Dung Méi s€ xuat

v' Thém ngudi dung: Nhan vao nuit
hién, thuc hién khai bao day di va chinh xAc.
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Tao Ngudi Ding Mdi =
Tén Bang Mhap |phuu:ung |
Mat Khiu |...... |
Nhap Lai Mat Khiu |-..... |

Chu ¥: Khéng sir dung Tén B&ng Mhap va Mt Khau bing Tiéng Viét od dau

|« eong? |[>X  Thoat |

l& ¥da Moudi Ding ]

v Xoba nguoi dung: Chon vao ngudi dung can xda, sau do6 nhan vao nat

| &  ssimatkau |

v' P6i mat khau: Chon vao ngudi ding can thay doi mat khau, nhan vao nut
Man hinh Thay P6i Mat Khau xuat hién, chung ta chi can nhap cac thong tin theo yéu cau dé
d6i mat khau.

Thay Bai Mat Khiu =
Tén Mgurdi Dlng |ptw1g |
M3t Khau Hién Tai |---". |
M&t Khdu Méi |--"" |
Nhap Lai M&t Khau M |--.... |

Chi ¥: Khéing st dung Mat Khiu Mdi va Mat Khau Mdi {nhap lai) bang TiSng Vit od ddu

| v oongi  |[ > Thoat

v Céc chire nang phan quyén phan mém:

- Quyén Admin: néu nguoi dung nao dugc chon la admin thi c6 thé si dung tat ca cac tinh
nang cua phan mém.
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- Khoa nguoi dung: néu khong muodn nguoi dung nao d6 su dung hé thong (ké ca nguodi dung
cd quyen admin), chi can nhan chon vao Khoa Nguoi Dung.

- Truy cép theo 2 chic ning: ¢6 2 mirc truy cap theo chirc ning 14 “Toan quyén truy cap” va
“Truy cap theo chirc nang”. Chiing ta can xac dinh nguoi ding nao dugce truy cap toan quyén
(trong dwong véi quyén admin), nguoi dung nao chi dugc truy mot vai chirc ning. Néu
nguoi dung chi truy cap mot vai chirc nang thi phai xac dinh rd cac chitc ma nguoi dung do
dugc quyén trong danh sach “Chuc Nang”.

v' Ping nhip: Néu hé thdng da ton tai cac ngudi dung duoc sir dung phin mém thi khi mo phan
mém s& tién hanh dang nhap vao hé théng. Chiing ta can thyc hién day du va chinh xac cac yéu
cau ding nhap vao hé thong. Ngoai ra, ngudi st dung phan mém co6 thé doi mat khau tai man
hinh dang nhap.

Thdnag Tin Bdng Nhip

Tén d&ng nhp Phuong
Mat khé'u LTI I 1T

[ ]Luu Tén v& Mat Khéu

Thdng Tin HE Thdng

Ngay - Gid Thir Mam 02,02/2010 15:27:43
Phién Ban 3.5.0.0
[ﬁ B8 Mat Khiu ] [Qa S5ng Nhip ] [ B Thoat

4. Thong Tin Cong Ty
Vao Tro Giup =» Thong Tin Cong Ty
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Chtc ning: thong Tin Cong Ty cho phép quan 1y thong tin cta cong ty str dung hé thong cham
cong. Trong d6, néu ching ta chon [¥]In théng tin treng e bae 3o th cac biéu mAu bao cdo s& hién thi
théng tin cong ty.

& Théng Tin Céng Ty

Tén Cdng Ty Zéng Ty TMHH Liéng Phurang
Tén Rt Gon LIEMG PHUQMG
Bia Chi 4 Cdng Hoa, Phudng 4, Quan Tan Binh, Thanh phd Ha Chi Minh
Bién Thoai (34-8) 12345673
Fax (34-8) 12345673
M3 54 Thug 1234567890
Email info@liengphuong. com
YWebsite www, iemgphuong. com
Logo
In théng tin trong cac bdo cdo
lEl Thoat
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Chuong 4: Thiét Bi
1. Quan Ly Thiét Bi
Vao Thiét Bi & Danh Sach Thiét Bi

Quan 1y thiét bi cho phép khai bao mot hodc nhiéu trong mot hé théng. Quan 1y truyén tai dix liéu tir
thiét bj vé phﬁn mém va nguoc lai.

¥y & maespaer 50 a8 2%

- Danh Sach Thiét Bi
=@ -TE Ny | 16 M Théng | 3 @ NEm | 2011 @
L =o= PP —
=0 Dir Ligu (2) | EventHé Théng (3) |
g 001-ARTZM ME NhEn VEn | Ho va Ten [ Phang Ban [METhe/Cham Cang | Mgy -G Va0 -Ra Thigt B

>

Navigation Pane

1.1 Quan Ly Host

Host 13 cong giao tiép, truyén tai dit lidu tir thiét bi vé phan mém va ngugc lai. Host & day c6 thé 1a
céng COM, dia chi IP, tén mién...

1.1.1 Thém Host

Trong giao dién Danh Sach Thiét Bi, click chudt phai vao biéu twong = & 41-Téted  va chon Host
(IP, COM Port) & Thém Host (Cong COM hoic IP).
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CEiw & @EE

I =1 e

» | Danh Sach Thiét i _
2@ | ey Théng Nam | 2011 (2]
B o ——
@ -  Thém Hest {cing COM hodc IF) I
o 5 Thigt B v | sira | Phéng Ban
o
e s X ¥éa
E 'ﬁ Tai Dir Ligu
= W, Dimng Tai Dif Liu Céing Cu
o
E b Mg khéa
= ¢} Ludn Md Khéa
4 Tur Béng - Binh Thudng
L | 1

Khi d6 ching ta dugc giao dién “Cau Hinh Host Két Néi”.

—

\\J

ISE

SOLUTIONS

CONG TY CO PHAN GIAI PHAP WISE
Tel (84-8) 5444 .5813 /54490.735 - Fax (84-8) 54490.736

488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phdé HCM
Website: www.wise.com.vn - www.chamcong.com



HUONG DAN SU DUNG SmartTAS

23

) Céng COM

@I
Fnet/Soyal 10T

) Hanvon - TCRIP

) ZKSoftware - COM

) ZKSoftware - TCPJIP

Thong Tin Y& Host - COM Port/IP
Loai Host

COM Port
COM Part 1 2 (1-259)
Baudrate S600bps M

Default IDTH: 19200, Soval: 9600, ZKSoftware: 38400

TCP/IP

TCP Host (IP) |192.168.001. 100

TCP Port 1004 %) (1-65535)

Burang Truyen |Mai mang (Local Metwark)

Default TCP Port:
1. IDTi: 1004 -TCP
2. Soval ARIZFCMART25E: 1621 -TCP
3, ZKSoftware: 4370 - UDP
4, Enet Conwverter: 100 - TCP
5. Hanwvon: 9922 -TCP

Tac dd tai Events - Polling Interval, cadng nha cang nhanh

[v]

S00ms

Ry

[

Hiy ]

Chung ta timg budc chon kiéu két ndi dén thiét bi, kiéu két ndi ¢ day thudng 1a cong COM hoic dia
chi IP (néu duong truyén nodi bo) hoic tén mién (néu dudng truyén internert). Khi st dung theo dia

chi IP hoic tén mién thi c6 kém theo port két ndi. Tuy loai thiét bi hodc converter ma s& cé port
khac nhau. Khi khai bao “Céau Hinh Host Két N&i”, ching ta luu y dén cac van dé sau:

v' Két ndi theo cong COM: cong COM bao nhiéu thi phu thudc vao s6 COM hién c6 ctia may tinh
hodc cong COM ciia converter. Tty loai thiét bi ma s& c6 théng sd baudrate khac nhau cho timg

loai thiét bi do6.

v' Két ndi theo TCP/IP: thuong 1a dia chi IP ctua thiét bi hodc converter d6i véi mang ndi by hodc

tén mién ddi véi mang internet. Pi kém theo dia chi IP/tén mién 1a port két ndi. Port & day co thé

12 méc dinh hodc dugc diéu chinh tuy theo loai thiét bi hodc converter.

—
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1.1.2 Sira Host

Khi hé théng da ton tai cac host va ching ta mudn stra cac thong tin v& host d6 thi thuc hién chirc
nang stra host. Thyc hién: click chudt phai vao host can stra =& Host (IP/ COM Port) = Sta
Danh Sach Thist Bi

e r —— -
I © Host (IP, COM Port) » E" Thém Host (cong COM hodc IP) i
% mero AT | o
A X0
Wy, Tai DiY Ligu X xéa
W, Dimg Tai Dif Ligu Céing Cu
¢h MéKhda

¢4 Ludn M3 Khéa
{h Tu Béng - Binh Thudng

Khi d6 giao dién “Céau Hinh Host Két N6i” s& xuit hién, ching ta thuc hién cac thay d6i vé host cho
phu hop.

—
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Cau Hinh Host K&t Noi
Thong Tin V& Host - COM PortfIP

Loai Host COM Port

COM Port (1-255)
(O Céng coM Baudrate |'96EIIIII:||:|S M

Default IDTH: 19200, Soval: 9600, ZKSoftware: 38400
® -IE—SESED}-'EIHD'H TCR /P

TCP Host (IP) | 192,168.001. 100 |

[ ]
OHanvnn -TCPRjIP TCP Port 1004 = (1-65535)
Burdng Truyeén |Nn:'_'|i mang {Lacal Metwark) M

Default TCP Port:
O ZKsoftware - COM 1. IDTi: 1004 - TCP
2. Soyal AR327CM/ART25E: 1621 - TCP
3. ZKSoftware: 4370 - UDP
4, Enet Converter: 100 -TCP
5. Hanwon: 9922 - TCP

) ZKSoftware - TCPJIP

Tac dd tai Events - Polling Interval, cadng nha cang nhanh
500ms

1.1.3 Xoba Host

Khi mubn x6a mot host, ta thuc hién theo cac budc sau: click chudt phai vao host can x6a = Host
(IP/COM Port) = Xoéa

—
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Eiw % B3

I I = =1 1 - A T

5 | Danh Sach Thiét i
— = EY al-TatcE

e ]
o

iy Ting| 3 (] nam

TR T a=— |

4 Ludn M3 Khéa
th Ty D8ng - Binh Thudng

H¢ thong s€ y€u cau xac nhén 1a ching ta thuc sy ¢c6 mudn x6a host khong

Ban dang x0a Host{COM1) cing Toan B§ thigt bi két noi vao. Ban co
chac chan chua?

[X Yes “ﬂ Mo I

1.1.4 Céng Cu cho Host

= - » . - . L

E : Hu I[II COM Port) E leem Host (céng COM hodc IF) I | Phang Ban
a @ Thi€t Bj Sira

c e Xz

o W, T Dir Liu —

‘g ®, Dimng Tai Dif Ligu Céing Cu

= b M3 Khéa
=

Dbi v6i mot s6 loai host khi da khai bao thi hé théng cung cip thém cong cu nhiam hd tro cho viée
két ndi, quanly dudng truyén két ndi. Thyuc hién: Click chudt phai vao host & Host (IP/COM Port)

=> Cong Cu
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Eiw | @ e

5 | Danh Sach Thit Bj
— = Y al-TatcE

=T - I T === I !

e

! =" Thém Host (céing COM hodc IP) i
@5 ThiStEi v [ sra 1] Phang Ban
Wy, Tai Dl Ligu

®, Dimg Tai Dir Ligu

ih Mé Khéa

¢4 Ludn M3 Khéa

(h Tir Biéng - Binh Thudng
| |

Mavigation Pane

1.2 Thiét Bi
Sau khi khai bao host két néi, chung ta tiép tuc khai bao cac thiét bi thudc host d6 trong hé thong.
Chung ta khong thé tao dugc thiét bi khi chua tao host.
1.2.1 Thém Thiét Bi
Trong giao dién Danh Sach Thiét Bi, click chudt phai vao host da ton tai =& Thiét Bi = Thém

LEie & @8

> | Danh Sach Thigt B

2.aelae e aa 25

— 8 @A T | Nady mang | 3 (3] nam
T [ 0] I
=" Host (IP, COM Part)

¥ ThigtBi

", |@ |Event He Thiing () |
= . Ho va Tén | Phang Ban

W TaDirLigu
®, Dimg Tai DI Ligu

(4 M& Khéa
¢4 Luén M8 Khéa
{4 Tir Béng - Binh Thudng

Navigation Pane

Khi d6 giao dién “Cau Hinh Thiét Bi” s& cho phép ching ta khai béo cac thong tin cia thiét bi.
2 CONG TY CO PHAN GIAI PHAP WISE '
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Thing Tin Thigt bj

D| 1 (2 Model TNV FAGIEE
TénThi€tBi  |AR-329E

Tur dong tai dir liéu Vao - Ra khi chay phan mém

Cau Hinh Vao -Ra

1.| Vao M 5. Vao M 9, Bdu doc phu
2. Vao M &, | Vao M VaoRa M
3| Ra [w| 7| Ra [w]
4| Ra [v| 8| Ra |v

ZKSoftware: In-1, Qut-2
Soyal: F1-1, F2-2, F3-3, F4-4, F1F1-5, F2F2-6, F3F3-7, F4F4-8
IDT: F2-1, F4-2

& O ”X Huly ]

Céc chii ¥ khi khai bao thiét bi:

v ID: M&i thiét bi déu c6 ID. Chung ta phai khai bao dung ID hién hanh cia thiét bi, néu ID giita
thiét bi va phan mém khéac nhau thi phdn mém khong thé két nbi tai dir liéu. Riéng ddi voi hé
thdng c6 nhiéu thiét bi thi chung ta phai thiét 1ap ID khac nhau cho ting thiét bi.

v' Model: Chon duang loai thiét bi can két ndi tir danh sach thiét bi.

v Tén thiét bi: dat tén thiét bi cho pht hop véi hé théng.

v [T ding tai difiu Vo -Ra khi chay phan mém . 1, 0 nay néu mudn khi khoi dong thi phan mém s& tu

dong tai dir lidu tir thiét bi.

v/ Cau hinh Vo — Ra: tly loai thiét bi ma trén ban phim s& cé nhitng phim chirc ning dé phan biét
vao/ra khi quét thé/van tay. Vi du: mudn xac dinh hanh dong quét van tay vao budi sang 1a Vao
thi trudc khi quét van tay, chiing ta phai nhan phim nhén va phim nhan dé phai dugc khai béo la
Vao trong phan mém.

—
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1.2.2 Sira Thiét Bi

Néu d4 t6n tai thiét bi va khi mudn chinh sira cac thong sé cua thiét bi thi chiing ta chon chirc ning
sira thiét bi. Tir giao dién Danh Sach Thiét Bi, click phai vao thiét bi can chinh sira = Thiét Bi =
Stra.

H&Théng ThiétEi DanhMyc Nh&nSy Ch&mCoéng CéngCu TroGidp [ Thodt

e % @ aes0as s @ @ 8RS
o Danh Sach Thiét Bi )
= (EREREE Ngay Théng Nam
C epe i

o = :3‘“’” Dir Ligu {0) | Event H& Théng () |

c e T e Ho va Tén | Phang Ban [ M& Thé/Cham Céng
o L R

c ¥= ThiSt Bi &

(=] "

=) T

2 S—

D " o a W vba

= @ Duing Tai Dur Ligu

L] -

= & M Kkhsa g Cong Cy

& Ludn M& Knsa 42 Tme Zone
£ 4 Ty Béng - Binh Thudng

Sau khi chon giao dién “Cau Hinh Thiét Bi”.s& xuat hién, chiing ta thay ddi cac thong tin can thiét

va luu cau hinh lai.

1.2.3 Xéa Thiét Bi
Khi muén x6a mot thiét bi trong h¢ théng, chung ta chon thiét bi can x0a, click phai = Thiét Bi =
Xoa.

—
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Biw & | EBE sl s BB B8 BIS
> | Danh Sach Thiét B _
| P @t Ngy Théng Ném
H=
& = " iGMI | Dir Ligu (@) |E'~rent Hé Théng {D]l|
o AR P COMPorT , [pvign | Ho vé Tén | Phang Ban
I:l“f IEE nosL e, LUM PO )
c wo ThiSt Bi Y% hem
u B
g . o —
-f;“ ', Dimg T4 DiY Liu
m -
= b ME khda §C°”5‘ Cu
b Lugn ME Khda Time Zone
T @ Toosng-BrhThung |
= T

H¢ thong s€ yéu cau xac nhén 1a c¢6 thuc sy muodn xda thi€t bi hay khong.

Ban dang x6a Thi&t bi{001:AR727H). Ban c6 chic chan chua?

[x Yes “'-—_-| Mo I

1.2.4 Cong Cu cho Thiét Bi

Tuy véao timg loai thiét bi ma s& c6 cong cu danh riéng cho thiét bi d6. Cong cu cho phép ching ta
thiét 1ap mot s6 thong s6 khac ma khong duoc thiét 1ap trong phan “Cau Hinh Thiét Bi”. Click phai
thiét bi = Thiét Bi & Coéng Cu
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HéThéng ThiétBi DanhMuc NhdnSy ChdmCéng CéngCu TroGilp [ Thodt

(EiwW B e Raa e B B A8 2%

" Danh Sach Thigt Bi .
Sl Ngay Thang NEm | 2011 %
5= comy = |

= x 001 - Apgaz | DirLiu () |Event Hé Thang (3)|

; B st (P, coMPor) ] Ho va Tén | Phang Ban
o T L )

5 €= Thist Bi

u "

= Si DiF Lig iy

s 'ﬁ Tai Dir Ligu g =}

g " [ ¥ K

E ®, Dimg Tai D Ligu o0&

? 3 Kho M Céng Cu

= E_}I Md Khoa a g Cu

a . » 'I— Z
i‘?_'l Ludn Md Khda ime Zone

i "ﬁh Tur ©dng - Binh Thurdng I

L)
- LI

Néu thiét bi ¢6 hd tro cong cu thi giao di¢n cong cu danh cho thiét bi s& xuét hién:

—
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SOYAL ARFZY X
Cdng Cu

! k.. Empty Events Log ]l XEmpty Cards Holder ]l Ei# Reset Master Code ]l E& Set Date,/Time ]
[ B Decet THIELE ][ U check Firmware Ver ][ 55 ID Thit Bi ][ {}  GetDate/Time ]

Thing 54 | Bao B8ng | Tur Béng Md Cira || Trang Thai Khda |

Doar Mumber (1-65535)
Door Relay Time (3 10ms, 0-65535)

Format The |l<.'l‘|ﬁng hign thi M

Duress Code | |

Master Code | |
Mgon Mgl |'I'|Eng AnhEnglish M
Port TTL Qut |Thang May M

[]Cho phép Exit Button

[x1)
i

E=ls
0% ||¢ OK I B Thoat

a. Cong cu danh cho Soyal AR7XY
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SOYAL ARFZY =
Cdng Cu

[ %.. Empty Events Log ][ XEmpty' Cards Holder ][ Ei# Reset Master Code ][ {E} Set Date,/Time ]
[ ¥ Reset ThigtEi ][ I ]check Firmware Ver ][ B8 ID Thigt Bi ][ {}  GetDate/Time ]

Thing 54 | Bao B8ng | Tur Béng Md Cira || Trang Thai Khda |

Doar Mumber (1-65535)
Door Relay Time (3 10ms, 0-65535)

Format The |Khﬁng hign thi M

Duress Code | |

Master Code | |
Mgon Mgl |'I'|Eng AnhEnglish M
Port TTL Qut |Thang May M

[]Cho phép Exit Button

0% |I¢ OK I B Thoat

[ Emovvensios |, v goan b6 dit liéu dang luu trir thiét bi. Néu thuc hién thao tac nay
thi toan bo dir liéu vao ra luu trit trén thiét bi s& bi x6a hét va khong thé phuc hoi lai
dugc. Vi vay phai rat cha y khi thuc hién thao tac nay.

- " B e Gk ]: tra lai Master Code mic dinh cta thiét bi 1a 123456.

qh]l:hedq Firmwware Yer  n . N
- [ ]: xem firmware hién tai cua thiét bi.

" & setDote/Tme ]: truyén tai ngdy — gi' ciia may tinh ra thiét bi. Khi thuc hién 1énh nay

phai dam bao ngay — gid may tinh phai ding.

L@ cetosteine . 1iém tra thoi gian hién tai cia thiét bi.

—
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- Tab Théng Sé: nhan vao nut dé xem thong s6 hién tai cua thiét bi. Néu chung
ta mudn thay d6i thong s nao do thi sau khi thay d6i ta nhan vao nut = dé tai ra
thiét bi.

- Tab Béao Pong: nhan vao nut dé xem cac thong s6 bao dong cua thiét bi. Néu
chung ta muén thay ddi thong sd bao dong nao do6 thi sau khi thay déi ta nhan vao nut

B 46 tai ra thiét bi.

- Tab Ty Pong Mo Cira: ddi voi cac thiét bi Soyal AR7XY thi ching ta ¢ thé thiét lap
trang thai ty dong m& cira trong nhitng khoang thdi gian thiét 1ap (cho phép 2 khoang

thoi gian). Nhéan nit dé xem cac trang thai ty dong mo ctra hién tai cta thiét
bi. Néu ching ta mudn thay d6i cac thong sé nay thi sau khi thay ddi nhan vao nit

B | 4 tai thiét bi.

| Théing 56 || Bae Béng | Tw Bdng Ma Cira | Trang Thai Khéa |

Ap dung ché d6 tur déng ludn luén md khéa (sau khi quét thé Jau tisn)

¥hoang Thadi Gian 1 _
Ap dung cho cac Mgay trong tuan

TWGE | 0800 T [GThrHs ] The Twr Thir S5u [C]Cha Nhat
PénGis | 1200 &) [#ThiBa FThrngm  [FThirBay
¥hoang Thai Gian 2 _

Ap dung cho cac Mgay trong tuan
TWGEE | 1300 5 [Ghrss ] The Twr [¥] Thir S4u [C]Cha Nhat
BEnGy | 2200 & [FThirea [¥] Thir MEm i 7

- Tab Trang Thai Khoa: nhan vao nut dé xem trang thai ciia khoa 1a dang déng
hay dang mé.
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b. Cong cu danh cho Soyal AR-829E/AR-821EF

c. Cong cu danh cho IDTi

1.2.5 Time Zone cho Thiét Bi

Time Zone thudng dugc tng dung trong cac kiém soat ra vao, kiém soat an ninh. Time Zone 13 hinh
thire dinh nghia cho d6i twong duoc phép vao ra trong mot khoang thoi gian hode nhiéu khoang thoi
gian trong ngay. Tuy loai thiét bi ma c6 hodc khong viéc hd trg Time Zone. Click phai vao thiét bi
=> Thiét Bi = Time Zone.

H&Théng ThiétBi DanhMuc NhénSy ChimCéng CéngCu TroGidp [J] Thodt

ey & @ @8 =20 a2 B8 B B/ @ 2/°'%
Danh Sach Thigt Bi
kg - 1 -
= Al -Tat ca Mgy Thang N&m
. Eu---T' CoM1 | D Ligu (0) |Event Hé Théing (0)
: - T2* Host (P, COM Port N Ho va Tén | Phéng Ban
% W Thigt Bi d & Them
£ :
= W, T3 DiY Ligu g -
2 ®, Dimng Tai Dif Ligu o2
: B woe
& Luén Mé khéa = e
— {h Tu Béng - Binh Thudng
£
& T

Khi d6 giao dién Time Zone s€ xuat hién:
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Soyal Time Zone =
Danh Sach Time Zone - AR727H
o | o[> fm ]+ |- Lo x|
Time Zaone - 1D | Time Zone MEi TiEp |
X| Time Zone - 01 FREE Bat Bau K&t Thiic

chanhat | os:00 (&) 2200 2

ThirHsi | 0&:00 (=) 2200 (2

ThiBa | 06:00 =) 2200 2

06:00 [ 2200 2

|
|
ThirNam | 06:00 (=) 2200 (2
|
|

ThirSsu | 06:00 (&) 2200 2
ThirBay | 06:00 [ 2200 (2

v ok [ hiy |

1.3 Cac Chirc Nang Khac
Mot sb tinh ning hd tro cho viée diéu khién, khai thac thiét bi, quan Iy hé thong kiém soat. Céc
chic nang nay dugc thuc hién tir giao dién Danh Séach Thiét Bi. Thuc hi¢n: click chudt phai host
hodc tung thiét bi dé thuc hién cac chic nang sau
1.3.1 Tai Dir Liéu
Néu host hodc thiét bj dang & trang thai dirng tai dir liéu, chung ta co thé kich hoat chtrc ning tai di
ligu. click chudt phaivao host hoac thiét bi =» Tai Dir Li¢u

—
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H&Théng ThiétBi DanhMuc NhénSy ChimCéng CéngCu TroGiip [ Thodt
CE R | BREBE i EOE e B E 825
5 | Danh Sach Thi€t Bi
S E- LR gy mang | 3 B nam

I - - -
ol f"“ | DirLigu (0) [Event HE Théing (0)
= o GW_"_ :, _— , | Ho wa Tén | Phang Ban
1 W b - St e L
p= 5 Thigt B ’
L=
2
o
= W, Dirng Tai Dif Ligu
m
= (4 M3 Khéa

¢4 Luén M8 Khéa

c {# Tur B6ng - Binh Thudng
o o

1.3.2 Dirng T4i Dit Liéu

Néu host va thiét bi dang & trang thai tai dit liéu ma ching ta mudn dimg tai dir liéu thi sir dung
chtrc nang nay. Click chudt phai vao host hodc thiét bi & Dimng Tai Dir Liéu.

Hé Théng Thi¥tBi Danh Muc  Nhén

Sy ChimCéng CéngCu TroGiip [ Thodt

S B e & | B @)

cEA G e BE B82S

> | Danh Sach Thiét B _
.
o el f"“ | Dir Lgu (0) | Event HE Théing (0)
= A E‘ + :-i-:l ——— _ , pyign | Ho va Tén | Phéng Ban
& )
= T Thist Bi r
=)
= Wy, Tai Dir Ligu
.g « Dirng Tai DiF Liéu
L]
= ¢4 M3 Khda
¢4 Ludn M& Khéa
= f." Tur Bong - Binh Thudng
LUt
= L | T

—

WiSE

SOLUTIONS Webs
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1.3.3 Mé Khéa

Dbi voi cac thiét bi co két hop voi khoa cira thi chung ta c6 thé sir dung chirc ning nay dé kich hoat
thiét bi md khoa cira ttrc thoi, twong dwong voi hanh dong quét thé/van tay/nhan nit nhan/remote ...
Click phai vao thiét bi can thuc hién mé khoa = Mg Khoa.

HéThéng ThiétBi DanhMuc NhdnSy ChimCéng CéngCu TroGiip [ Thodt

L E L &R @B B e B BoE B BB

- Danh Sach Thigt Bi _
= [ al-Tatc Ngay Theng NEm | 2011 (3
2= com1 e :
o I = | Dir Liéu (0) | Event H& Théng (0) |
E o 4m-EE+_ - . v En | Ho va Tén | Phang Ban
S st (IP, COM Port)
= 5 Thist B P
o]
= Wy TaiDir Liu
E W, Dirma T DiF Ligu
] =
2 PO —
¢4 Ludn M3 Khéa
3 = " .
= (' Tu Béng - Binh Thuang
= L

1.3.4 Luon Mé Khoa

Déi v6i cac thiét bi co két hop v6i khoa cira thi chung ta co thé sir dung chirc nang nay dé kich hoat
thiét bi luon mé khoa. Khi dé du c6 hay khéng quét van tay/thé/nhan niit nhdn/remote thi khoa van
ludn mé. Click phai vao thiét bi can thuc luén mo khoa = Luon Mé Khoa.
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HéThéng ThiétBi DanhMuc NhanSy ChimCéng CéngCu TroGilp [ Thodt
(EiwW & BEeEEAia e B B 3 B 29
5 | Danh Sach Thit Bi _
= EI-EREE gy Théng Ngm
== !

ol f"‘” | D Ligu (0) |Event HE Théing (0)

= o dm:{_: IP. COM Port’ b | Ho va Tén | Phéng Ban
= T Thigt B b

L=

= W, Tai Dif Liu

.E ', Dimg Tai DY Ligu

m

= 4 M&Khéa

— 4 Tu Béng - Binh Thudng

i) L

1.3.5 Tw Pong — Binh Thuwong
Déi voi cac thiét bi co két hop v6i khoa cirava trang thaikhoa 1a luon mo hoic ludn dong thi chung
ta st dung chirc nang nay dé thiét bi diéu khién khoa tré lai binh thuong, nghia 1a c6 sir dung van
tay/thé/nat nhan/remote ... thi khoa méi mg.

H&Théng ThiétBi DanhMuc NhénSy ChimCéng CéngCu TroGidp [ Thodt
CE e BB EEE R E e B A S8
5 | Danh Sach Thigt B .
Loe0=
o = ff‘” | DirLéu (0) |Event Hé Théing (0)
= o ﬂE‘ .EEI':_"*"I E— :_ y [p Vvién | Ho wa Tén | Phang Ban
& st (IP, COM Port
- 5 ThiStBi C
(=]
= W Ta DirLigu
-g ®, Dimg T4 DiF Ligu
m
- 4 M3 Khéa
(i
=

—
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2. Phan Quyén Vao — Ra
Vao Thiét Bi & Phan Quyén Vao - Ra

Phéan quyén vao — ra dugc st dung trong cac hé thong kiém soat ctra, kiém soat an ninh. Phan quyén
tao ra cac co ché ra vao hé thdng theo cac nguyén tic do ngudi quan tri hé thong thiét 1ap. Vi du,
mot hé thdng c6 nhiéu cira kiém soat thi chung ta co thé phan ra ting nhan vién dugc ra vao trén
clra nao hay toan quyén ra vao. Thoi gian ra vao cira c¢6 bi han ché hay khéng. Phan quyén vao ra
chi ap dung dugc mot sb loai thiét bi c6 hd tro co ché nay.

2.1 Nhém Quyén Vao — Ra
Chtrc nang: Mot nhém quyén Viao — Ra xac dinh nhém quyén nay dugc ra vao bao nhiéu cira kiém

soat trong hé thong. Mot quyén co thé thiét 1ap di dugc tat ¢a cac ctra hodc chi di duoc trén mot sd
ctra kiém soat nao do.

Thuc hién: trong giao dién nhém quyén ra vao, ta dinh nghia tat ca cic nhém quyén duoc sir dung
trong hé thong.

Mhom Quyén Vao -Ra

Le - | » ]

M3 Mhom | Tén Nhdm | Ghichi  [a
1O Toén QuyEn
kT K§ Thuat
|_|KD Kinh Doanh
| |HC Hanh Chanh
ey Bao V&

2.2 Nhém Quyén Quan Ly Thiét Bi

Churc nang: moi mbt nhoém quyén da duoc dinh nghia nhu trén thi s€ quan 1y tat ca thiét bi hodac mot
s6 thiét bi hodc mot thiét bi tuy theo nhu clu st dung trén hé théng. Chung ta chon vao mgt nhom
quyén cu thé va bén phai chung ta s& chon danh sach cac thiét bi danh cho nhém quyén do.

—
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Nhdm Quyén Vao -Ra

Ll =]-] Lo Jlw [« [« [ » [ » [ » | « [ - ] = ]

M Nhom | Tén Nhim | Ghichi [ Thit i | Time Zane |
e Todn QuyéEn |B|ARTZTH Khéng gidi han
kT Kif Thuat
| [KD Kinh Doanh
| |HC Hanh Chanh
| |sv Bo V&

Ngoai ra trén mdi thiét bi con cho phép kiém soat Time Zone (Time Zone: qui dinh cac khoang thoi
gian ma nhan vién dugc phép vao ra trén thiét bi d6). Tuy thudc loai thiét bi ma s& c6 sb lugng
Time Zone cho phép khac nhau.

2.3 Phian Quyén Thang May

Phan quyén thang may ap dung cho cac hé théng kiém soét stir dung chung véi thang may. Chirc
nang nay chi st dung dugc trén mat s6 loai thiét bi c6-hd tro két ndi véi thang may. Khi d6 phan
quyén thang may dugc hiéu nhu sau: quyén vao ra trén hé thong s& cho phép vao ra trén nhiéu thiét
bi trong d6 co thiét bi duge gan bén trong thang may. Thiét bi gin bén trong thang may nay cho
phép mé cira tai ting nao tly thudc vao cai dat phan tang trén hé théng. Nghia 1a thiét bi gan bén
trong thang may lién quan dén cac tang trong toa nha. Chung ta chon cic ting ma thang may duoc
phép mo cira, khi d6 nhom quyén nao quan 1y thiét bj nay thi s& mo cira tai cac ting da thiét lap.

—
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Mhém QuyEn Vao -Ra

B ORI = 1= - 1 - o == =1 - e =

o T R R N A O 1 PR (T (T L P
M3 Nhém_ | Tén Nhdm | Ghi Cha [ [ Thigt Bi | Time Zone |
2| [o Toén QuyEn b |aR727H [
m (| (KT K¥ Thudt
% | [kD Kinh Doanh
0o | |HS Hanh Chanh
AN Bao Vé
2
=
N
=
i
£
[=]
&
= —
G
A
=
]
[=]
i
£
=
[=]]
=
D
]
[=]
B
=
G
A
=
3 U
(=]
=4
& _| Phan Quy&n Thang May (Chi danh cho Soyal AR3XY /7XY-32 ting, ARB29E/821EF-64 ting)
[=]] =
'_E o1 [¥] oz iz [zs 3= a1 Haa sz
E [¥lo2 [+] 10 s Cas 34 [P [0 [ss
_::'E [l o3 [l 11 (L] (I prg [3s a3 51 (L]
(=]
o= FE= a0 (] O3s [HEE sz [Cao
— [Jos 13 [Flia (] 37 [Jas [Os3 COe1
] [os (TS 22 30 38 4s s+ a2
] oz [J1s 23 O3 (] a7 [Jss [e3
A Ko 2. ~ oA
3. Keét Noi - Tai Dir Liéu

Vao Thiét Bi = TaiDir Ricu

Chtrc ning: cho phép truyén tai thong tin gitta phan mém va thiét bi. Co6 thé tai thong tin ngudi

dung, ngay gio, cau hinh, time zone ra thiét bi... va tir phan mém cling c6 thé tai vé cac thong tin,

trang thai trén thiét bi.

3.1 Tai Dir Liéu Ra Thiét Bi

Chtrc nang: thuc hién tai thong tin nhan vién (mi thé/van tay/ma PIN/tén viét tat...), ngdy gio, time

Zone.

Thuc hién: vao tab “Tai Dit Liéu Ra Thiét Bi”. Va thuc hién theo cac budc sau:

—
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¢ SmartTAS

H&éThéng ThitBi DanhMyc NhanSy ChémCéng CéngCu TroGidp [ Thodt

LW 8g|§ q|
| K&t NG - Tai DiF Ligu
| ‘ | [ Tim “ (2] Refresh Téi D Ligu Ra Thit B/ | T4 Danh Séch User tir Thi€t Bi|
Phang Ban Chon  M& C.Can(a Thigt B Chen Tac Vy Hign Tai Qué Trinh Téi Dir Ligu
B[ LIENG PHUONG =P All-Tétca 0% [#Ingay - Gi
—-§8 BGD - Ban Gidm Bac E‘"T CoM1 0% [[]c&u Hirh - Timezone

B TO012 - Bl Binh TA "y 001 - AR72H 0% I
8T Gl Binh Tan 12 u M : [C1Danh Sach Mhan vign

- @ TQUO13 - Nguyén Anh Quin
= §® BV - Bao Vg
- @ TQC027 - Nguyn Minh Quic Vo
4 TQCO30 - Pham Nghi
=G HSNC - Hanh Chanh Nhén Sy
- TQCO04 - Bli Quang Son
- @ TQCO11 - Nguyén V& Tra My
-, TQCO18 - Nguyén kKhic Tigp
- @ TQCo23 - NguyEn Thi Kim Loan
- § TQCO23 - Trén Thi Thu Hang
=+§# KD - Kinh Doanh
-, TQCOOS - Bi Céng Ly
- @ TQCO0S - BA Huyrh Thoai
-, TQCO10 - Pham Céng vin
- @ TQCO16 - Nguyén Thi C&m Nhi
-, TQCO21 - Trén Thi Tric

® TQC025 - Ligng Ngoc Doanh
= § KT - KE Todn
- B TQCO02 - Ling Ngoc Huyén
- TQCO15 - Hodng TH Arh B30
= m KHKT - Khoa Hoc K¥ Thuat
’ - @ TQC001 - TrEn Thanh Phuang
- R TQCO03 - Nguyén BA Duy
- TQcaos - Ly Phiphd
@ TQCo07 - L& Quét v
- TQC017 - Trén Thanh khaz
- TQC022 - Hodng Bic Hoai
-, TQCO24 - Nguyén Hang Trigu
1 & mTK - Thit KE
L i @ TQCOO0S - Nguyén Hifu Danh 5 [w
< I | 2] =

13

Navigation Pane

Danh Sach Phang Ban | Danh Sach Nhan Vién Nghi Viéc | Danh Sach Nhan Vién

FEFREFEEEEREEEEEEEEEEEERNEREREEEEEEEE
5

ttphuong --- 192.168.1.10 [ No User [ 3.5.0.0 | [ Thif Ném 17/03/2011 14:01:44

v' Chon danh sach nhan vién can tai ra thiét bi: mic dinh phﬁn mém sé& chon tat ca danh sach nhan
vién c6 trong hé thong dé tai ra thiét bi. Chung ta c6 thé chon lai toan bd cong ty hodc phong
ban hodc nhiéu nhan vién hodc mot nhan vién.

v' Chon danh séach thiét bi can tai ra: mic dinh phﬁn mém s& chon tat ca thiét bi trong h¢ théng.
Chung tac6 thé chon tat ca thiét bi, nhiéu thiét bi hodc mot thiét bi.

Thiét Bi Chon Tac Wu Hién Tai Qua Trinh
=3 Al -Tatca -

E'T CoM1 0 %
----- W, 001 - AR727H 0 %

v' Chon thong tin can tai: chung ta s& chon thong tin can tai 13 Ngay — Gio, Cdu Hinh — Time
Zone, Danh Sach Nhan Vién. Néu can tai muc nao thi chung ta chon vao muc d6. Danh sach
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nhan vién s€ chira cac thong tin ctia nhan vién nhu van tay, ma thé, ma PIN, tén viét tat, cach
thirc ra vao ... Vi vay nhitng thong tin nay c6 thé dang ky trudc trén phan mém, sau dé ding
nhitng thong tin nay dé tai ra thiét bi.

Tai Dir Ligu

[*]Mgay - Gid

[]c&u Hinh - Timezone

[ ]1Danh Séach Mhan vign

E=Jo

v Cudi cung: sau khi chon céc thong tin trén ching ta nhan vao nat dé truyén tai cac
diéu kién chon nhu trén ra thiét bi. Trong qué trinh truyén tai néu ching ta mudn ding lai thi

nhan vao nut

3.2 Tai Danh Sach User Tir Thiét Bi

Chtrc ning: cac théng tin nhan vién ngoai viée luu trir trén phan mém thi con duoc luu trén thiét bi
nhu miu vén tay, mi thé, ma PIN, tén viét tat... Nhiing thong tin nay c6 thé dugc truyén tai tir thiét
bi vé phan mém.

Thuc hién: vao Tab “Tai Danh Sach User tir Thiét Bi”. Céac budce thuc hién nhu sau:
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K&t Méi - Tai Dir Ligu

Phang
B LIENG PHUCNG

[ Tim ”@ Refresh ] Ti Dif Ligu Ra Thigt Bi | Tai Danh Sach User tir Thigt Bi |

Ban

=§8 BGD - Ban Gidm Bdc

& Tocoiz-
8§ Tqco13-
- §® BY -Bao Vé

® TQC027 - Nguyén Minh Quéc Vua

& Toco30 -

Bii Binh Tan
Nauy&n Anh Quén

Pham Mghi

=G HENC - Hanh Chénh Nhan Sur

& Tocoo4-
® Tqcoi-
& Tocoe-
§ TQCo23-
& Tocoz:-

BUi Quang Son
Nguyén V& Tra My
Mguyén Khic Tigp
Nguy&n Thi Kim Loan
Trén Thi Thu Héng

- KD -Kinh Doanh

& Tocoos -
& Tqcoos -
& Tocow-
& Tqco1s -
& Tocoz1
& Tocozs-
=58 KT - KE Todn
& Tocooz -
& Tocois-

BUi Céng Ly

B8 Hujnh Thoai
Pham Céng Van
MaguyEn Thi C&m Nhi

- Trén Thi Trac

Liéng Mgoc Doanh

Liéng Mgoc Huyén
Hoang Thi Anh Do

(=58 KHKT - khoa Hoc K§ Thudt

& Tocoot -
& Tocoo3 -
& TQCo0s -

Trén Thanh Phuong
Mguy&n Ba Duy
Ly Phi Ph

Chon | M3 C.Coni|# |

FEEEEEEEEEEEREEEEEEEEEEEREEE

Tai Dir Liéu Luru Danh Sach User vao Danh Sach Nhan Vién
ThiEtBi [ART27H ] o
Luu tat ca, dé En dir liéu d& cd
() Theo DS Nhan vien [ Tw Béing Luu i
(&) Theo User ID ® Chi luu nhung User chura ob trong danh
1 = [1000 = sach Nhan Vién
=) =
[ g Tai User tir Thigt Bj ] [ H Luu théing tin User vao CSDL ]
[ 0%
Ln? [ MEC.CBng |  M&Thé | MEPIN_ | Loai User | TénvigtTat [Mgdy HEtHan

v' Chon thiét bi can tai dit liéu: ching ta can chon 'mot thiét bi dé truyén tai danh sach user vé va
thiét bi nay phai dam bao c6 chira cac dit liéu di duoc ding ky truc tiép trén thiét bi nhu mau

van tay, ma thé, ma PIN...

THigt Bi |AR727H [v]

v' Chon danh sach tai: c62 ché d6 chon danh séach.

- Chon theo Danh sach nhan vién ©Thee DS Mhan ViEn. khi @6 danh sach cAn tai vé tir thiét bi s8

phu thudc vao danh sach nhan vién ma ta da chon phia bén trai. Danh sach nay c6 thé 14 toan

bo cong ty, phong ban, nhiéu nhan vién hodc mgt nhan vién.

- Theo User ID @Theatser I n&y chon theo UserlD thi chiing ta phai nhap vao khoang user ID
1 = 1000 (o

can tai vé

v DOmwetnaiw . néy chung ta chon muc nay thi danh sach nhan vién duoc tai tir thiét bi s& tu dong

luu vao phan mém dé luu trit.

—
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[ EX Tai User tir Thist Bi ]

v' Khi chon xong céc thong tin trén thi ching ta nhan vao nit
Két qua s& dugc hién thi phia bén dudi.

v" Luu Danh Sach User vao Danh Sach Nhan Vién: khi d3 tai danh sach user tir thiét bj vé thi c6
thé str dung danh sach nay dé luu vao danh sach nhan vién. C6 2 ché d6 luu: Luu tat ca, dé 1én
dir liu da c6 va Chi luu nhitng User chua c6 trong danh sach nhan vién: Sau @6 nhan vao nut

’ H Luru théng tin User vao CSOL ]

L Danh 5ach User vaao Danh Sach Mhan Vién

O Luu t5t ca, d& Ién dif liéu d3 cd

® Zhi luru nhung User chura ca trong danh
gach Mhan Vién

’ L—_I Luru théng tin User vao CSOL

4. Cau Hinh File Dir Li¢u Thd
Vao Thiét Bi & Ciu Hinh File Dir Li¢u Thé

Khi phan mém khéi tao s& két ndi dén thiét bi va 1ay dit liéu vé co so dit liéu (database). Database
trén hé théng st dung cac h¢ quan tri co s& dir li¢u nhu Microsoft SQL Server, Oracle, mySQL ...
Ngoai ra, dé linh dong trong viéc tao-ra file dir li¢u thd theo y mudn cioa nguoi su dung nham
import vao cac loai co s& dir li€¢u khac nhau. Phan mém thiét ké ph?m cAu hinh file dit liéu tho dé hd
trg xuét file dir lidutity y. Viéc thuc hién cau hinh file dir liéu tho doi hoi phai dinh nghia noi luu
dir lidu, tén file can luu trit va dinh dang ndi dung can luu trit trén file. Cudi ciing 1a nhan nit

dé luu laircac thiét 1ap hoac nhén [ X Hoy néu mudn huy bd cac thiét lap vira
thay d6i- Néu da luwu lai cac thiét 1ap ban can khoi dong phan mém dé thyc hién cac thiét lap. Sau
day 14 chi tiét cac thiét 1ap vé viéc luu dit liéu thé.
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"C3u Hinh File D Liéu Thé

Tén File

¥uat theo file |E: \ProjectsiTan Quan'SmartTAS 2011%TransExport Transact E]|

() Tén file theo thi gian cla transact () Tén file theo thai gian t3i v&

¥uat file theo ngay |E: \ProjectsiTan Quan'SmartTAS 2011 TransExport E]|

Binh dang tén file |N.§m Thang Mgay {yyyyMMdd) M s |t vl Vidu: 20100811, txt

¥udt file theo tudn trong ndm |E: \ProjectsiTan Quan'SmartTAS 2011 TransExport E]|

Binh dang t&n file |Ngm Tuan (yyyyww) FERES v | vidu: 201050.txt

¥uat file theo thang |E: \ProjectsiTan Quan'SmartTAS 2011 TransExport E]|

Binh dang file |N.§m Thang {yyyyMM) BI m |fut vl Vi du: 201008, txt

Binh Dang

Dii’ Ligu D3u Cach Dii’ Ligu D3u Cach Dii’ Ligu Dau Cach
01, Device D ¥l . | eelcardm el . | 116w el : |
El Device MName BI | _ | 07 .|staffiD BI | _ | E| Phat M | H |
03.Functonkey D [w|| . | 0B.ngay el £ | 13Jaay el : |
04. Injout vl _ | 09dhing el £ | 2%/none el . ]
&l Iser ID M | _ | ﬂl Mam M | _ | &| Mane M | . |
IS ]I

4.1 Tén File

Chtrc nang: tén file va noi luu trir file s€ do ban dinh nghia.
Thuc hién: ¢6.4 kiéu dinh dang dit tén file

4.1.1 Xuat theo file

¥uat theo file

Pé xuit dir litu thé theo file ta chon , chon dudong dan luu file

|E: \Projects\Tan Quan'SmartTAS 2011\TransExportTransact.hst

[ va dat tén file, ngoai ra duoi file ban dinh
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nghia theo muc dich st dung. Sau khi thiét lap, tat ca dir liéu tho khi tai vé s& chi luu trong mot
file.

4.1.2 Xuit file theo ngay

Xudt file theo ngay

Pé xuat file dir liéu theo ngay chon va chon duong dan luu file dir liéu tho

E:'\ProjectsTan Quan'\SmartTAS 20115\TransExport E] Pinh dang tén file c6 thé chon theo

M&m Thang Moay (yyyyMMdd) M

Mgay Thang Mam (ddMMyyyy)
NiamThangNgay, NgayThangNam hoic ThangNgayNam [ThengNgay Ném MMddyyyy) [ File dif ligu

=[]

none
txt

6 thé luu & nhiéu dang khac nhau nhu: txt, dat, hst, csv... khi d6 ban chon ¢zt hoac ¢c6

thé danh duoi file truc tigp = ¥,

4.1.3 Xuit file theo tuin trong nim

¥uat file theo tudn trong nam

Dé xuit file dir liéu theo tudn trong nam chon va chon duong dan luu

Ei'\ProjectsiTan Quan'smartTAS 2011 TransExport E]

file dir liéu tho . DPinh dang tén file c6 thé

Mam Tudn (yyyyww) M

chon NamTuan hodc Tuan Nam- [uanhem iy . File di liéu c6 thé luu ¢ nhiéu dang
B |y

khac nhau nhu: txt, dat, hst, csv ... khi d6 ban chon hodc c6 thé danh dudi file truc
tiép =] [ .
4.1.4 Xuit file theo thang

Xust file theo thang Ei'\ProjectsiTan Quan'smartTAS 20115TransExport E]

Binh dang file Thang Mam (MMyyyy) M Wl M Wi dy: 201008, txt

—
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¥uat file theo thang

Dé xuit file dit liéu theo thang trong nim chon , sau d6 chon duodng dan luu

E:\Projects\Tan Quan\SmartTAS 20115TransExport

file dit liéu tho L)} Dinh dang tén file c6 thé

Théng Mam (MMyyyy) M

NEm ThénE Eﬁimmﬂ |
chon ThangNam hodc NamThang . File c6 thé luu ¢ nhiéu dang khac
o)

bt
nhau nhu: txt, dat, hst, csv... khi d6 ban chon hodc ¢6 thé danh duéi file truc tiép
s M
4.2 Pinh Dang

Dinh dang dir li¢u tho trong file nham muc dich sép Xép cac cot dir liéu theo y mudn, cot dit liéu
nao st dung va cdt dir 1iéu nao khong st dung, khoang cach gitra cac cot dir li¢u dugc phan dinh ra
sao. C6 tat ca 15 cot dir liéu duoc sip theo thir ty'tir 1 dén 15. Tuong Gng voi mdi cot ban chon loai
dir liéu can ghi xubng file dir lidu tho. Néu cot nao khéng str dung thi ban dé trong (none), ngoai ra
dau cach tai mdi cot do ban dinh nghia.

Binh Dang

Dii' Ligu Ddu Cach Dii' Ligu Dau Cach Dii' Ligu D&u Cach
01, Device ID |l 06, Card ID |l 11./Gig |l :
D2.peviceMame  [se|| 07./5taffD |l 12. Phat |l :
D3.|Function Key ID M - D8.[Mgay M ! 13.|Giay M _
04.[ In/out M _ 09.[Théng M ! 14.|Mone M
05. User ID M _ 10. Mam M _ 15.|Mone M

Y nghia céc cot:
None: Khong str dung, cdt nay khong ghi vao file.
DevicelD: M3 thiét bi nhu 1, 2, 3 ... Dit liéu ghi vao file 1a con sd.

DeviceName: Tén thiét bi nhu Cira 1, Cira 2, Cira 3 ... Dit liéu ghi vao ghi vao file la chudi ky tu
lay theo tén thiét bi da dat trén phan mém.

—
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Function Key ID: Cac phim chirc ning trén thiét bi nhu (F1, F2, F3, F4, F1F1...) hodc dau doc
phu. Dir liéu ghi vao file 1a con s6.

In/Out: Trang thai vao hoic ra cia giao dich di dinh nghia trén phan mém. Dit liéu ghi vao file 1a
con sd.

UserID: Ma cham cong trén phan mém hay UserID khi dang ky dudi thiét bi. Dit liéu ghi vao file 1a
chudi gdm 10 chir sb, trong d6 chira UserID va dugc chén thém céc s6 0 d&é cho-du 10 ky tu.

CardID: M thé cam tng. Dit liéu ghi vao file 1a chudi gdm 10 chit sd, trong d6 chira ma thé va
dugc chén thém céac con s6 0 dé cho du 10 ky tu.

StafflD: Ma nhan vién khai bao trong phan mém. Dit liéu ghi vao file la chudi ky tu 1y theo ma
nhan vién trén phﬁn mém, do dai tuy thudc vao do dai cuiama nhan vién.

Ngay: ngay thuc hién giao dich do thiét bj tra vé.
Thang: thang thuc hién giao dich do thiét bj tra vé.
Niam: nam thyc hién giao dich do thiét bi tra vé.
Gio: gio thyc hién giao dich do thiét bi tra vé.
Phat: phat thuc hién giao dich do thiét b tra-ve.

Giay: phut thyc hién giao dich do thiét bi tra vé.
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Chwong 5: Danh Muc

1. Danh Sach Nhan Vién

Vao Danh Muc =» Danh Sach Nhan Vién

Chuc ning: day la danh muc quan trong, quan 1y ton bo danh sach nhan vién, thong tin nhan vién.

Danh Sach Nhan Vién

[&.Thémméi HQ& Thay &6 H& xda

o wu |[2  Refresn |

B £y LIENG PHUONG

$® Ban Giam Bac

£8& Chim S6c Khach Hang
- Q8 Hanh Chanh Mhan S
G KE Todn

-G Khoa Hoc K§ Thuat

* M3 C.Céng | * M3 Nhan Vién | Ho va Tén [ Phéng Ban M3 58 Thé [ Mhém QuyEn Vao-Ra

L 1 TQCO01 Tran Thanh Phuong Khoa Hoc K¥ Thuat 0030441703
H 2 TQCO02 Mguyén Ba Duy Khoa Hoc K¥ Thuat 0003415476
o 3 TQCO03 Bli Quang San Khoa Hoc K¥ Thudt 0063715506
L 4 TQCO04 Bli Céng Ly Kinh Doanh 0011977458
o 5 TQCO05 B& Hujnh Thoai Kinh Doanh 0082754000
H & TQCO06 Pham Céng v&n Kinh Doanh 0033170787
| 7 TQCO0T Ly Phi Ph Khoa Hoc K7 Thuat 00E3048164
o 3 TQCO03 Mauyén Hitu Danh Khoa Hoc K¥ Thudt 0033061542
| 2 TQCO0S L& Qudc Vi Khoa Hoc K§ Thut 0079550534
o 10 TQCO10 Mguyén V8 Tra My Hanh Chénh Mhén Su

o 13 TQCO13 Liéng Mgoc Huyén Hanh Chénh Mhan Sur

15 TQCO15 Tran Thanh Thé KE Todn
| 19 TQC019 Bli Binh Tan Ban Giam Béc
N 20 TOQC020 Mauyén Anh Quén Ban Gidm D&c

Khi vao Danh Sach Nhan Vién, man hinh s& hién thi tit ca cic nhén vién (trir nghi viéc quan ly
riéng) trong cong ty. Bén trai man hinh 1 phan cip t6 chirc ctia cong ty bao gdm toan bd cong ty va
cac phong ban. Khi nhin vao cip nao thi danh sach sé& hién thi phia bén phai trong tng voi cap do.

Khi ta chon mot nhan vién bén ludi danh sach thi hinh anh nhan vién dugc hién ¢ goc trai bén duoi.
Trong khung hién hinh anh nay, chung ta c6 thé cip nhat/thém/x6a hinh anh cta nhan vién bang
cach click phai chudt vao 6 hién hinh anh, cong cu sé& cho chung ta cac Chirc nang:
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. X Delete «—T

/
/%

§— i
@ Load... |

Cét hinh

Sao chép hinh

Bl % cut = Dén hinh vao 6 hién thi
o BB Copy -

Tai hinh hién thi tir § dia cing

I save as... <

1.1 Thém nhan vién maéi

Chtrc ning: Ban dau phan mém s& khong c6 bat ky nhan vién nao trong hé théng. Vi vay viéc xay
dung hé théng cham cong — kiém soat trudc tién phai hoan chinh danh sach nhan vién. Chung ta sir

Luu hinh vao 6 ciing

dung chirc niang nhap nhan vién méi dé lan lugt hoan chinh thong tin nhan vién trong hé thong.

Thong tin nhan vién rat quan trong vi cac thong tin naysé hd trg cho cac chirc nang khac, do d6

viéc nhap thong tin nhan vién phai chinh xac, day du.

Thuc hién: trong giao dién danh sach nhan vién, nhén vao nit
Tiét Nhan Vién. Chung ta can cdp nhat ddy-du, chinh xac cac thong tin nhan vién. Phan nay chung

& Thém Méi

ta s& tim hiéu chi tiét trong phan quan 1y thong tin nhan vién.

—
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hi'Tiet Nhan Vien

* M3 Mhan Vién —‘ * M3 Chim Céng 21 % M3 The I:I
Ho va Tén |
Phang Ban | [i] Mgy VAo Lam _
Chire iy | [v] megymhaiviee|  [w]
Hb 50 | Qua Trinh Nahi - Phép || Gi& Lam viec | Lich Lam viec || Bang Cang | Qué Trinh Ra - vaa || Théng Tin Luang | Phu c&p | Bao Higm || Hop Bing Lac Béng || Cac Qua Trinh |
Tenkhic | | Trinh £8 NghE Nghigp | [l [E] B2 cé tai khodn Ngan hang
Ngay Sinh | [»] hosc riam | |  Thanh Phan x5 Hei vl NginHang | [~]
s | | ssramin | |
Gidi Tinh [v] oiach | | Thai Biém Phat Hanh | M
Dan Téc s | QuanHuyén | | Théi Bi€m HEt Han | M
QuicTich | [e] TinhyThank Pha | |
Tén Gido | [v] ®enThoa | |
e =
SECMND | | oiachi | |
Ngay Cap | [v] QuaniHuyen | |
NeiCip | | Tinh/Thanh Pha | |
Trinh B | [i] Dién Thoai | |
Di Béng | | Email | |
56 Con i] % Trang Thai | [1"
[ (= ] [ . Hiy B6 ] [ & OK/Thodt ] [ B HoyThost

1.2 Cap nhat/Thay doi

Chirc nang: khi can thay d6i thong tin nhan vién trén hé théng, chon vao nhan vién can thay doi va

nhén vao nit hoic double click vao nhan vién d6 trén danh sach. Man hinh Chi Tiét
Nhéan Vién s€ hién ra, chung ta thyc hién céc thao tac cap nhat dit liéu trén man hinh nay.

1.3 X6a nhén vién
Chure nang: khi can x6a mot nhan vién trong hé thong thi chung ta sir dung chirc nang nay. Chi can

chon vao nhan vién can xo6a, nhan nut S X6a , man hinh xuat hién yéu cau xac nhan la cé
thuc hién thao tac x6a nhan vién hay khong.
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Xac Nhan XOA Dir Liéu

Ban dang xo0a nhan vién: (TQCO15, Tran Thanh Thai). Xac nhan?

=

1.4 Lwu danh sach
Chtrc nang: Khi nhén vao nat LY.t thi hé théng s€ luu lai céc thay ddi trén co so dit lidu

danh sach nhan vién nhu thém/xo0a/stra nhan vién.

1.5 Refresh

I@ Refresh ]

cho phép cap nhat va hién thi lai toan b danh sach nhan vién hién c6

Churc nang:
trong hé thong.

1.6 Do tim nhan vién
Chtrc nang: do tim chophép tim nhanh nhan vién trong danh sach theo mot trong cac tuy chon nhu
tim theo mé nhan vién, theo ho va tén, theo ma chim cong.

Thyc hién: chung ta can nhap thong tin tuong ing véi di€u kién chon. Néu nhan vién can tim ton
tai trong h¢ thong thi con tro s€ chi dén nhan vién d6 trong danh sach nhan vién.

Da Tim

Mhap thdng tin nhan vién can tim h
{(¥) M3 Mhan Vién (M3 Cham Cong () Ho va Tén
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Danh Sach Nhan Vién Nghi Viéc
Vao Danh Muc =» Danh Sach Nhan Vién Nghi Viéc

Chtrc ning: quan 1y danh sach cac nhan da nghi viéc, khi nhan vién chuyén trang thai vé nghi viéc
s& duogc tach riéng ra. Danh sach nay hd tro thong ké nhan vién nghi viéc, trich loc riéng chim cong
cho nhén vién nghi viéc. V& cach thiic t6 chirc cdy thu muc va cac nut Chirc nang trong danh sach
nhan vién nghi viéc twong tu nhu danh sach nhan vién nhu mé ta trong phan trén.

Danh S&ch Mhén Vién Mghi Vigc

I &7 Thay Béi ” S xca H @ Luu ] I@ Refresh l
B v LIENG PHUONG [* M& c.céng [ * 13 nhan vién | Ho va Tén | Fhang Ban M3 S56Thé [ Nhém QuyEn Vao-Ra
) $% Ban Giam Dac § i1 TQCO11 Luru Mam Mhén Khoa Hoc K§ Thuét
$® Chim Séc Khach Hang 12 TOQC012 Boan Thi M§ Hanh Kinh Doanh
$® Hanh Chanh Nhan 5. 14 TQCO014 Nguyén Khac Tigp Chém 56c Khach Hang
$8 KETodn
$8 Khoa Hoc KF Thut
$® Kinh Doanh

Danh Sach Phong Ban
Vao Danh Muc =» Danh Sach Phong Ban

Chtrc nang: quéan 1y danh sach phong ban cuia cong ty, hd trg xac dinh nhan vién thudoc phong ban
nao, trich lgc cac bdo cao theo phong ban.

p , , e \ , #udt Ra Excel 2 .
Xuat Bao Cao: nhan vao nat I B l dé xuat danh sach ra excel.

Danh Sach Phang Ban
Low Joo« I o« 1 » 1 » | » | =+ [ - %
* M& Phéng Ban | Tén Phéng Ban | Ghi chi |
| [BGD Ban Giam Béc
| |CSkH Cham Sdc kKhach Hang
| [HCNS Hanh Chanh Mhan Su
| KD Kinh Doanh
| KT KE Todn
| X|KHKT Khoa Hoc K§ Thuat

4. Danh Sach Chirc Vu

Vao Danh Muc = Danh Sach Chtc Vu
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Chirc nang: quan 1y danh muc chirc vu hd tro cho thong tin nhan vién, trich loc cac bao céo theo

chuc vu.

I % #udt Ra Excel

Xuat Bao Cao: nhan vao nut l dé xuat danh sach ra excel.

Danh Séch Chirc vu
W oo« o« 1 o I o» | o»m | + | -
* M3 ChircVu | Chire Yy | Ghi chi
| [GD Giam Béc
| |NvKD MNhan Vién Kinh Doanh
| mwkT Mhan Vién K§ Thuat
| |NVNS Mhan Vién Mhén 5w
| |PGD Phd Giam Béc
| |PPKT Phé Phang K¥ Thuat
| [TPKD Trugng Phang Kinh Doanh
| |[TPKT Trudgng Phong Ky Thuat
| [TPM Trudng BA Phan Phan MEm
|X|TPNS Trudng Phang Mhan Su

5. Danh Sach Cong Viéc
Vao Danh Muc =» Danh Sach Cong Vié€

Chtrc nang: quan ly danh sach cac cong viéc ho tro cho thong tin nhan vién, trich loc cac bao cao

theo cong vigc.

I % #udt Ra Excel

Xuat Bao C4o: nhan vao nut l dé xuat danh sach ra excel.

Danh Sach Céng Wigc

% Xust Ra Excel

W oo« oo 1o I oo» Jowm | o+ | -
* M3 Cong Vigc | Céing Vigc | Ghi chi

| |BY Bao vé

| LT Lap Trinh

| |TC Thi Cdng

| |TT Tiép Tan

| |TTr Trién Khai

Xjmv Tur Van

—
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6. Danh Sach Ngan Hang
Vao Danh Myc = Danh Sach Ngan Hang

Chtrc ning: quan 1y danh sach ngan hang hd trg cho thong tin nhan vién, trich loc cic bdo cdo theo

ngan hang.

X , , % \ , #udt Ra Excel 2k ,
Xuat Bao Cao: nhan vao nat I i l dé xuat danh sach ra excel.

Danh Sach Mgan Hang

w oo« o« 1 o> o> I om | o+ | - 1 ~ | -
* & Noan Hang | T&n Ngan Hang | Bia Chi | Dién Thoai | \Website Ghi cha
|M|acs Mgén Hang A Chau
| |vCB Wietcombank HB Chi Minh {34-8) 1234567 www, vietcombank, v KiEm Tra

7. Danh Sach Bénh Vién
Vao Danh Muc =» Danh Sach Bénh Vién

Chtrc ning: quan ly danh sach bénh vién-hd trg cho thong tin nhan vién, trich loc cac bao cdo theo

bénh vién.

£, , Ay p AUt Ra Excel 2 A .
Xuat Bao Cao: nhan vao nut I B l dé xuat danh sach ra excel.

Danh Sach B&nh Vién

[ % ¥ust Ra Excel l

w 1« |« I > 1 » | wm | + | -

* |13 B&nh Vign T&n B&nh Yign | Bia Chi | ®ignThoai | Fax | Email

Bénh vign Chg Ray

Bénh vién Hoa Hao

Bénh vigén Hing Yuong
Bénh vién Pham Mgoc Thach
Bénh vigén Trung Vudng

8. Danh Sach Tinh Thanh
Vao Danh Muc =» Danh Sach Tinh Thanh

—
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Chtrc nang: quan 1y danh muc céc tinh
theo tinh thanh.

thanh ho tro cho thong tin nhan vién, trich loc cac bao céo

Lo , L, %18k Ra Excel 2 X ,
Xuat Bao Cao: nhan vao nut I T HudtRaExce l dé xuat danh sach ra excel.

Danh Sach Tinh Thanh

% Xust Ra Excel

9. Danh Sach Quéc Gia
Vao Danh Muc = Danh Sach Quéc Gia

W oo« o« 1 > Jo» |~ | + | - | - | -
* 13 Tinh - Thanh | Tén Tinh - Thanh | Ghi Ch |
| |HCM H& Chi Minh
| [HM Ha Mai
Lns Tign Giang

Chtrc ning: quan ly danh muc cic qudc gia hd trg cho thong tin nhan vién, trich loc cac bdo céo

theo qudc gia.

£ , , £ \ , “udt Ra E
Xuat Bao C4o: nhan vao nut I i

Danh Sach Quéc Gia

% Xust Ra Excel

xcel 2 z ,
l dé xuat danh sach ra excel.

o oo« 1o« ] o 1 o» | o»m | + [ - | - v
* M3 Qudc Gia | Tén Quic Gia | Cac Mgbdn Ngir | Ghi Chii |
| [HK Hoa Ky Tiéng Anh
| [HQ Han Quic Tiéng Han
| [P Mhat Ban Tiéng Mhat
| [TBN Tay Ban Mha Tiéng Tay Ban Mha
| [TQ Trung Qubc Tiéng Hoa
[ Vit Nam Tiéng Viét e e

10. Danh Sach Trinh P$ Hoc Vin
Vao Danh Muc = Danh Sach Trinh D6 Hoc Véan

Chtrc nang: quan ly danh sach trinh d¢ hoc van hd tro cho thong tin nhan vién, trich loc cac bao cdo

theo trinh do hoc van.

WiSE

SOLUTIO

CONG TY CO PHAN GIAI PHAP WISE
Tel (84-8) 5444 5813 /54490.735 - Fax (84-8) 54480.736

488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phdé HCM
Website: www.wise.com.vn www.chamcong.com



HUONG DAN SU DUNG SmartTAS 59

X , , % \ , #udt Ra Excel 2k ,
Xuat Bao Cao: nhan vao nut I i l dé xuat danh sach ra excel.

Danh Sach Trinh B4 Hoc Van

[ I% ¥udt Ra Excel l

» | « | P | > | » | W | + | -

* M3 Trinh D& | Trinh ©4 Hoc Yan Ghi ch
1.3 [ob! Cép 1
o Cap 2
€3 C3p 3
<D Cao Déng
| |DH Bai Hoc
| [SDH Sau Bai Hoc
| [TH Trung Hoc

11.Danh Sach H¢ Pao Tao
Vao Danh Muc =» Danh Sach Hé Dao Tao

Chtrc nang: quan ly danh sach hé dao tao hé tro cho thong tin nhan vién, trich loc cac bdo cdo theo
hé dao tao.

x B , Z . , #udk Ra Excel 2 4 ,
Xuat Bao C4o: nhan vao nut I i l dé xuat danh sach ra excel.

Danh Sach HE Bao Tao
W oo« oo o> o> owm oo« | - | - | -
* M3 HE Dao Tao | Tén Hé Dao Tao | Ghi Chi |
| |cQ Chinh Quy
L |TC Tai Chirc
[|ve2 V&n Béng 2 I

12. Danh Sach Dan Tgc
Vao Danh Mue =» Danh Sach Dan Toc

Chtrc niing: quéan ly danh sach dan tdc hd trg cho thong tin nhan vién, trich loc cic bdo cdo theo dan

toc.

—
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X , , % \ , #udt Ra Excel 2k ,
Xuat Bao Cao: nhan vao nut I i l dé xuat danh sach ra excel.

Danh Sach Dan Téc

oo« 1 o« 1 > J o» J »w | + [ - 1 ~ ] -
* M3 Dan Téc | Tén Dén Téc | Ghi Chi |

| |Bana Ba lNa

| |EDE Epe

HET Gia Rai

| |rmonG HMéng

[ |kanH Kinh

13. Danh Sach Tén Giao
Vao Danh Muc =» Danh Sach Tén Giao

Chtrc ning: quan 1y cac loai ton gido hd trg cho thong tin nhan vién, trich loc cac bao cio theo ton
giao.

p , , 4 \ , AUt Ra Excel 2 A .
Xuat Bao Cao: nhan vao nut I B l dé xuat danh sach ra excel.

Danh Sach Tén Gido
w |« 1o« 1 > 1 o» | ow | +« | - | « | -
* M3 Tén Gido | Tén Tén Gido | Ghi Cha |
| |co Cao Bai
| |oH Bao Hai
| |oe Biao Phat
L Khéng
| e Thién Chia
| TL Tin Lanh

14. Danh Sach Trinh P§ Nghé Nghiép
Vao Panh Muc™ Danh Sach Trinh Do Nghé Nghiép

Chtre ning: quéan 1y cac loai trinh d6 nghé nghiép hd trg cho thong tin nhan vién, trich loc cc bao
c4o theo trinh d6 nghé nghiép.

x , , Z . , #udk Ra Excel 2 £ ,
Xuat Bao Céao: nhan vao nut I e l dé xuat danh sach ra excel.
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Trinh £4 Mgh& Mghiép

W | o« ] O R T I

* Ma Trinh £4 Nghé Nghigp | Trinh £8 Nghe Nghigp | Ghi Cha |
AES Cir Mhan
== Gido 5w
| |ks K 5
| |PGSTS Pho Gido Sur - TiEn S0
L Tién &
| |Ths Thac 51

15. Phan Loai Hop Pong Lao Pong
Vao Danh Muc = Phan Loai Hop Déng Lao Dong
Chirc nang: quan 1y cac loai hop dong lao dong hd tro cho'thong tin nhéan vién, trich loc cac bao cao

theo hop dong lao dong.

Lo, , Ay , AUt Ra Excel 2 & .
Xuat Bao Cao: nhan vao nut I B l dé xuat danh sach ra excel.

Hap Bfing Lao Bang

w |« |« 1 > | » [ m ] =

* M3 Loai HD | Tén Hop Btng Lao Héng |
1M HP Théi Han 1 Ma3m

= [ - ] -

Ghi Cha |

BEs HE Théi Han 3 Thang
| |eT HD Thai Han & Thang
HEL HD Thai Han 9 Thang
|»|DH HE Khéng Ky Han
[TV HE Thir Vigc

16. Danh Sach Thanh Phan X3 Hoi
Vao DanlMug = Danh Sach Thanh Phan Xa Hoi
Chtrc nang: quan 1y cac loai thanh phan x3 hoi hd tro cho thong tin nhan vién, trich loc cac bao cdo

theo thanh phan x4 hoi.

x , , Z . , #udk Ra Excel 2 £ ,
Xuat Bao Céao: nhan vao nut I e l dé xuat danh sach ra excel.

—
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Thanh Ph&n %3 H&i

% Xust Ra Excel

[ | « | 4 | » | » | » | + | = - W |
* M3 Thanh Phdn XH | Thanh Phn x5 Hai | Ghi chi |
| fcn Céng Mhan
| fcT Coing Chirc
| nD Méng Dan
LT Tri Thirc
\X|TTg Tiéu Thuong

17. Danh Sach Phu Cap
Vao Danh Muc = Danh Muc Tién Luong < Phu Cap

Chtc ning: quan 1y cac loai phu cap duoc sir dung trong cong ty.

% #udt Ra Excel

Xuat Bao Cao: nhan vao nut [ ] dé xuat danh sach ra excel.

Danh Muc Phu C3p

% Xudt Ra Excel

w oo« ] o« I > I » | » | + [ - | ~ |
*M& Phy Cip | Tén Phu Cdp | Ghi Chi |
| p|PCCC Phu C&p Chuyén Can
| |pccy Phu Cap Chic Vu
| |PCDH Phy Cép Ddc Hai
| |PcoL Phy C&p Bilai
| |PcOT Phu C&p Bién Thoai
| |PCKT Phy Cap KV Thuat
| |Pcro Phy C3p Nha &
| |PCTM Phu C3p Tham Mign
| |PCTrM Phu C8p Trach Mhiém
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Chuong 6: Quan Ly Thong Tin Nhan Vién
Phan quan 1y théng tin nhan vién rat quan trong ddi v6i toan b hé thong, day 1a phan cdt 18i hd trg cho
cac chtre nang khac. Vi vay viéc nhdp thong tin nhan vién phai chinh xac va day du.

F A s 1 A . A oA , AN , Thém Mdi Dy <1 A
D¢ vao dugc phan quan 1y thong tin nhan vién, chung ta nhan vao nut ncu khai bdo nhan

vién mdi. Néu nhan vién da ton tai trong h¢ thong thi chon nut m (hoac double click ngay
nhan vién do trén danh sach).

Céc nut st dung chung:

[I:I Luru ”x Hiy B6 ” & OK/Thodt ” i Huw“rh-:.é.t]

Nut Luu: tién hanh luu lai dit liéu khi thém mdi, diéu chinh dit 1iéu nhan vién.
Nut Huy Bd: khong luu lai cac thao tac vira thuc hién trudc do.

Nuat OK/Thoat: Ivu lai dit liéu khi thém mdi, diéu chinh dit liéu nhan vién va thoat khoi quan 1y nhan
Vién.

Nut Huy/Thoat: khong luu lai cac thao tac vura thye hién trude dé va thoat khoi quan 1y nhan vién.

Xem thong tin nhan vién tir cac giao dién khac ciia phan mém: khi chung ta dang & cac giao dién khac
cia minh mém va muén truy cip lai thong tin nhan vién ma khong phai quay tré lai Danh Muc =
Danh Sach Nhan Vién thi c6 thé sir dung tinh ning truy cp nhanh chi tiét nhan vién ngay tai cac giao
dién d6 néu co6 hd trg. Cach thac thue hién nhu sau:

v’ Tai cac giao dién c6 ListView:
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ME MY

All

[] Tocom
[] ooz
[] Tocons
[] Tocong
] Tocaos
[] Tocoone
[] 10007
[] Topcoos
[] Toyco0s
[] Tocoto
[] Tocos
[] Tocots
[] Tocozo

Ngay tai giao dién c6 ListView, dé truy cap nhanh thong tin nhin vién chung ta chon vao nhan vién

Ho wa Tén

Tran Thanh Phuriang
MguyEn Ba Duy
Bl Quang San

Biii Cang Ly

B0 Huynh Thoai
Pham Cdng Yan
Ly Phi Phud
Mguyen Hifu Danh
LE Qudc Wi
MguyEn WE Tra My
LiEng Moo Huvén
Bli £inh Tan
MguyEn anh Quin

Phong Ban

Khoa Hoo K4 Thust
Khoa Hoo K4 Thust
Khoa Hoo K4 Thust
Kinh Doanh

Kinh Doanh

Kinh Doanh

Khoa Hoc k3 Thudt
Khoa Hoo K Thust
Khoa Hoo K Thust
Hanh Chanh Mhan Su
Hanh Chanh Mhan Su
Ban Giam Bdc

Ban Giam Bac

d6 va click chudt phai. Sau d6 chon “Chi Tiét Nhan Vién”.

M Y
al

[] ooz
[] Tocons
[] Tocong
] Tocaos
[] Tocooe
[] Tocoo07
[] Topoos
[] Topco0s
[] Tocoto
[] Tocos
[] Tocots
] Tocozo

Ho wa Tén

Tran ThaskDbas

Bl Quang San

Biii Cang Ly

B0 Huynh Thoai
Pham C&ng Yan
Ly Phi Phd
Mguyen Hifu Danh
LE Quic Wi
MguyEn WE Tré My
LiEng Moo Huvén
Bli £inh Tan
Mouven Anh Quén

v" Tai cac giao dién c6 Grid:

—

VISE

Phong Ban

1 b Hoo i

Khoa Hoc K Thust
Kinh Doanh

Kinh Doanh

Kinh Doanh

Khoa Hoc K4 Thudt
Khoa Hoc K¥ Thust
Khoa Hoc K Thust
Hanh Chanh Mhan Su
Hanh Chanh Mhan Su
Ban Gidm Bdc

Ban Giam Boc
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M3 Mhan Yign | Ho wa Tén | Phing Ban | L3n £:3u | L&n Cudi
|| TeC001 Tran Thanh Phiridng khoa Hoc k¥ Thudt 01/04/2011 07:56:3¢ | 01j04j2011 17:12:19
b |TOC002 MguyEn B4 Duy Khoa Hoc K§ Thugt 01042011 07:45:56 | 01)04/2011 07:45:56

Ngay tai giao dién Grid, dé truy cap nhanh thong tin ctia nhan vién ching ta chon vao nhan vién do
va click chudt phai. Sau d6 chon “Chi Tiét Nhéan Vién”

| | M3 Mhdn ViEn Ho va Tén Phing Ban | Lan AU | Lan Cufi |
» ToC001 S Khoa Hoc K5 Thudt 01/04/2011 D7:56:34  0LJ04/2011 17:12:19
TOCO02 § i Tigt inan vién Khioa Ho K5 Thuét 01/04/2011 07:45:56 | 01/04/2011 07:45:56
1. Ho So

Va0 Chi Tiét Nhan Vién = Tab Hd So

Chtic nang: quan ly c4c thong tin ¢4 nhan cta nhéan vién. Thong tin ¢4 nhan cia nhan vién rat quan
trong, ho trg cho toan bd hé thong. Vi vay viéc nhap li¢u thong tin nhan vién doi hdi chinh xac, day
du.
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&8 Chi Tiet Nhan Vien

* Ma Nhan Vién | TQCOD1 * M& Ch&m Céng 1 % METhé |0083715506
Ho va Tén Tran Thanh Phuong| | Loai User Binh thiréng [s]| m&PI 100134
Phang Ban |Khoa Hoc K§ Thuat M MNgay Vao Lam - Mhém QuyEn Vao -Ra |Nh6m S&p M

Chire Vy |r6ng B6 Phan Phan MEm|[s| NogayThéivigc|  [w] Phuong ThitcCham Cang [Thé hadc Van Tay hodc M3 PIN [v]

HG 50 | Qua Trinh Nghi - Phép || Gia Lam Viéc | Lich Lam vigc | Bang Céng || Qua Trinh Ra - aa || Théng Tin Lueng || Phu C&p || Bao Hiém || Hop BEing Lac Béng || Cac Qua Trinh |

[#] ©3 cd tai khodn Ngén hang

Ho va Tén |Tr“én Thanh Phuong Loai Hinh B0 Tao |Chinh Quy

ajala

Ténkhdc | Trinh £5 Mot Nghigp |Cir Mhan

NgaySinh [10/01/1984  [we] hoscnam | of2] ThanhehEnxEHG  [TriThic Nggnhing |Vietcombank [v]
Noisnh [TP My Tho | SETiKnodn  |0251001965942 |
GEiTih  Nam b sech [1/3 Thién Chi, &p Béng, Vinh Binh Thai Bigm Phat Hanh  [01/01/2010 [~]
Dan Toc Kinh hd M

Quéc Tich |1.-'iét Mam Tinh/Thanh Ph& |T|’én Giang

|

Quén/Huyén |G.‘j Céng Tay | Thii Eiém HEL Han |0 1jo1/2012
|
|

ElE

TénGda  |Khéng Bién Thoai |(34-73) 3537552
o [ &
SECMND 311752278 Bia Chi |18/, & Tén Quy Tay

Ngdy Cip  |08/05/2008 Quén/Huyén  [Binh Chérh

Mo C3p |C6ng An Tign Giang Tinh/Thanh Ph& |H6 Chi Minh

Rl E] IR

Trich 86 [Bai Hoc Bién Thoai |
Didéng 0982537552 Email [ttphuang@tanquan.com
S8 Con 1] Trang Thai |Ch|’nh Thire [i]

[ B uwu ][X Hily Bé ” & OK/Thoat ” [ iy Thoat

Thuec hién: cac thong tin quan trong can phainhap day dii va chinh xéac trong hd so nhan vién:

* M3 Nhén Vié Ko dA A Ao £ 1A \
& Than T |TQ‘-C':"[Ill | moi nhan vién c6 mot ma duy nhat khong trung

v' Ma nhan vién:
lap véi bat ky ai trong todn bé hé thdng. Pay 1a thong tin chinh cua nhin vién, ma nhan vién 13
mot chudi ky tw khong cé khoang tring hodc cac ky tu dic biét. Trude khi nhap thong tin cho
nhan vién phai xac dinh trudc ma nhan vién vi ma nhan vién chi dugc nhap mot lan, khong thay

doi.

* M& Cham Céng 1 (e X. ~ A , A ~ e A A
' moi nhan vién ¢6 mdt ma cham céng duy nhat

v/ M4 cham céng:
khong tring lap v6i bat ky ai trong toan bo hé thong. Ma chdm cong 1a mot con sd nguyén
duong, cac thiét bi chim coéng van tay/thé déu quan 1y nhan vién dua trén mot con sd (chwr
khong phai nhu mi nhan vién nhu phan mém). M3 chdm cong c6 tac dung nhu 1a cau ndi giita
phan mém va thiét bi. Vi vay khi nhap nhin vién méi cling phai xac dinh truéc nhan vién s& co
ma chdm cong nao.
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v Mi the: " ap dung cho cac hé thong co cac thiét bi dung thé cam ung hoic
vén tay/thé cam Gng. S6 ma thé duoc in trén thé cam tmg (d6i khi c6 nhiéu loai thé khong c6 in).
Thé cam tng c6 nhiéu loai, cach hién thi s thé ciing khac nhau, thong thuong sé ma thé dugc
cau triic nhu hinh bén dudi. Day 10 sb dau tién (0003287801) 13 hién thi & dang ABA, chiing ta
s& nhap ma nay vao phan mém. Diy sb phia sau c6 ngin cach phay 14 hién thi 6 dang WG
(Wiegand), trong d6 sé 00050 1a Site Code va 11001 1a Card Code. Du 1a mot thé nhung ¢
nhiéu cach hién thi ma thé khac nhau.

MEEBN = A o WSO
:‘7.'.5‘. avihl )
7 /AN = NS [l =R S el r

.»’

« _M”PIN N S S s X ,
v MaPIN: ™ hay password, céac thiét bi cham cong c6 ban phim va ho trg su

dung mat ma nhu giao dich chim coéng/kiém soat thi chiing ta sir dung ma PIN nay thay thé cho
van tay hodac thé.

Loai User |

v Loai User: e] phan loai user dé xac dinh cac quyén thao tac trén thiét
bi nhu: nhan vién chi quét thé/van tay, nhin vién nao dugc quyén ding ky, nhan vién nao duoc
diéu chinh cac thong sb trén thiét bi. C6 4 quyén thao tic trén thiét bi: 1. Binh Thuwong, nhan
vién chi c6 quyén quét van tay/thé. 2. Ping ky (enroller), nhan vién c6 quyén ding ky ddu van
tay cho nguoi khac. 3. Administrator, nhan vién cé quyén thao tac trén thiét bi, diéu chinh cac
thong tin, dang ky vén tay nhung khong xéa dugc nhan vién co quyén administrator, supervisor
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khac. 4. Supervisor, quyén cao nhit trong thiét bi, duoc quyén x6a nhan vién, diéu chinh cac
thong tin trén thiét bi. Trong mot hé thong chdm cong/kiém soat nén ding ky mot vai nhan vién
1a Supervisor va Admin dé quan 1y thiét bi.

Mhém Quyén Vao - Ra Mhém SEp [v] d@l voi cac hé théng

v' Nhom quyén vao — ra:
kiém soat va phan quyén ra vao thi phai thiét 1ap cac quyén ra vao. Chang han mothé thong co 5
ctra kiém soat, trong d6 mot s6 nhan vién dugc ra vao ca 5 cira, mot sd nhan vién chi duoc vao 3
ctra ... Khi d6 tuy thudc vao muc dich cho phép nhan vién theo quyén ndo-ma ta s& chon quyén
ra vao thich hop. Viéc dinh nghia cac nhoém quyén s& dugc thiét 1ap trong phan Thiét Bi

, Z . Phurong Thirc Cham Céng [Theé hodc van Tay hodc Ma PIN w
v Phuong thirc cham cong: ]

xac dinh nhan vién
dugc st dung cach thurc nao dé cham céng/kiém soat. Tuy theo loai thiét bi ma co cac cach thurc
cham cong khac nhau, thong thuong co cac loai sau: 1. Thé hodic Van Tay hoic Mia PIN, duoc
st dung 1 trong 3 cach. 2. Thé hoac Van Tay, duoc st dung 1 trong 2 cach. 3. Thé va Van
Tay/PIN hodc chi van tay, dugc st dung 1 trong 2 cach, trong d6 khi st dung Thé va Van
Tay/PIN thi ngudi sir dung phai quét thé cam tng sau d6 dua ddu van tay hodc ma PIN vao (quy
tac kiém tra 2 lan). 4. Khong sir dung, nhan vién khong sir dung cic cach thitc cham cong néu
trén.

,. TrangTha Chinh Thirc [v] e, . L. R . .
v' Trang thai: phéi xac dinh trang thai nhan vién khi

[I'm]

nhap liéu, trang thai nhan vién cho biét tinh trang cta nhéan vién trong cong ty anh hudng dén
cac qua trinh cham cdng, bdo cao. Co 5 trang thai: Thir viéc, Chinh thuc, Nghi khong luong,
Thoéi viéc, Khong chim cong.

v Cac thong tin khae: nhiing thong tin khac trong quan 1y hd so nhan vién nén dugc nhap lidu day
da dé ho tro cho cac bao cao va xir Iy khac trong hé thong.

2. Gio Lam Viéc
Vao Chi Tiét Nhan Vién = Tab Gio Lam Viéc
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|

*Ngiy Bat B | Lo Lih | ghichi [a
| L0t Lich Tudn
0U/02/2011  Lich Thang Tur g db Ca lém vigc theo gii Vao

j0zj

0302011 Tu Biang Yaay Yang Lich Tuan
412011 Tu Bidng Theo Gia Yao

05 Tur Biing Theo GidYao

Tur Bidng Trong Moy [vl

=]
—
=
[y
[
[=1
=

Chue ning: thiét 1ap gio 1am viéc cho nhan vién dé xac dinh nhan vién sé& lam viéc theo ca nao trong
danh sach ca da dinh nghia cia cac ngay trong nim. Viéc phan gid lam viéc rat quan trong vi ddy 1a
thong tin chinh dé tinh toan cham cong cho nhan vién. Néu nhan viénnao chua thuc hién viéc phan
gio 1am viéc chinh x4c thi s& khong tién hanh cham ¢ong dugce cho nhan vién. Giy lam viéc cta
nhan c6 thé thiét 1ap theo nhiéu kiéu khac nhau, nhung co ban cubi ciung ciing chi 1a x4c dinh nhan
vién s& lam viéc theo ca nao trong mot ngay. C6 5 cach thic phan gio 1am viéc, twong ing véi moi
cach thic s& co cac chi tiét kém theo. Dé thiét 1ap gid 1am viéc cho nhan vién, chiing ta phai dinh
nghia trudc danh sach ca lam vi¢c co thé ¢6 trong cong ty, cac loai lich tuan, lich thang, lich xoay
vong, lich ty dong... trong phan Chdm Cong trudc. Sau day 1a chi tiét 5 cach thirc phan gio lam
viéc:

v Lich tuan: khi 4p dung lich tudn cho nhan vién tai mot thoi diém thi nhan vién s& lam viéc véi
cac ca dd dinh nghia twong tng v6i loai lich tudn d6 va dugc ap dung gidng nhau gitta cac tuan.
Nghia 14 ké tir luc ap dung lich tudn nay thi nhan vién s& cé cac ca lam viéc trong tuan giong
nhau gilra cac tuan cho dén khi cé su thay ddi vé lich 1am viéc. Thoi diém ap dung lich tuan
thuong duge chon 12 ngay dau tuan.

v Lich thang: khi 4p dung lich thang cho nh4n vién tai mot thoi diém thi nhan vién s& 1am viéc véi
cac ca dd dinh nghia twong mg véi loai lich thang d6 va duoc 4p dung gidng nhau giira cac
thang. Nghia 13 ké tir lac ap dung lich thang thi nhan vién s& c6 cic 1am viéc trong thang gidng
nhau giita cac thang cho dén khi c6 su thay d6i vé lich 1am viéc. Thoi diém ap dung lich thang
thudng duge chon 1a ngay dau thang.
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v' Tu dong xoay vong lich tudn: thuong ap dung cho cac nhan vién cé 1am viée thay ddi trong timg
tuan. Vi du, mot tudn 1am ca 1, mot tudn lam ca 2 va tuong tu nhu vay xoay vong lién tuc gifra
cac tuan. SO tudn xoay vong tdi da cho phép 1a 6 tun. Tuy theo nhu cau thuc té tai cong ty ma
chung ta thiét 1ap xoay vong cho phu hop.

v" Tu dong theo gid Vao: can ctr vao gio vao lan dau tién cta nhan vién ma ching ta doan xem
nhan vién do sé lam viéc theo ca nao trong danh sach ca da dinh nghia.

v Phan ca thu cong: cac hinh thire 1am viée néu trén tat ca déu thiét 1ap cho mét khoang thoi gian,
su thay doi ca chi xay ra theo tuan, theo thang hodc doan ca. Trong khi d6 phan ca thu cong thi
chung ta phai dinh r6 ca lam viéc tirng ngay cho nhan vién. Khi phan ca thu cong thi nhan vién
phai 1am viéc ding voi ca da nhap. Néu co bat ky su thay doi ca ndo thi chung ta phai sira ca
ngay do6 trén phan mém dé chdm cong chinh xac cho nhén vién.

Thuc hién:

Khi thyc hién phan gio lam viéc cho nhéan vién, quan trong 1a phai xac dinh ngay bat dau thue hién
mot loai lich 1am viéc nao. Trong nam c6 thé phan ra nhiéu kiéu lam viéc khac nhau twong tng véi
ngay hiéu luc khac nhau.

* Ngay B3t b3u | Loai Lich |
v Lich tuan: trong danh sach loai lich chon  21/01/2011 o, trong phan Chi
Tiét Lich Lam Viéc chung ta chon loai lich tuan tuong rng

hi Tigk Lich Lam Yiéc

Lam then Lich Tudn
™

Tow'eek,

Lich Tudn 1
Lich Tudn 2

Lich Tudn 3

v' Lich thang: trong danh sach loai lich chon | orpozrzons  TREERGERT I trong phan
Chi Tiét Lich Lam Viéc chung ta chon loai lich thang tuong tng
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hi Ti€k Lich Lam Yige

Lam then Lich Thang

ich Thang Theo Mgay M
TaMonth
Lich Thang Theo Mgay

Lich Thang Theo Tudn

v Ty dong xoay vong lich tudn: trong danh~ sach ~ loai lich chon

| o1josj2011 T éng Hoay Vong Lich Tuin , trong phan Chi Tiét Lich Lam Viéc chung ta chon loai
cac thong tin lich xoay vong tuong img

hi Tiékt Lich Lam Yige

Lam kheo Lich Tudn xoay vong (chuyEn Ca mdi Tudn)

a0 Tudn xoay vul‘un kudn

Tudn 1 |Lich Tudn 1 s | Tudn4
Tudn 2 |Lich Tudn 2 w | Tudns
] Tudn 3 Tudn 6

v Ty dong theo gid Vao: trong danh sach loai lich chon | ousfzon T eéng Theo Git vao
trong phﬁn Chi Tiét Lich Lam Viéc chung ta chon loai lich ty dong tuong ting

hi Tigk Lich Lam Viéc

Tu ddng dé Ca lam vigc theo gl Yao

o Bidng Cach Mogdy M
Marne

Tu Bidng Cach Mgdy

Tu Bdng Trong Mgay
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v Phén ca thu cong: trong danh sach loai lich chon | ovosjzonr  RERRNERRE

phan Chi Tiét Lich Lam Viéc hudng din céc thao tac dé nhép lich.

, trong

hi Tiék Lich Lam Yige

Phan Ca Thil Céng

air dung "Lich Lam Yigc" d8 phin ca

I 1) a0 chép Lich Lam Yigc ] chao nhén vién khéc néu d3 t6n tailich

Dbi v6i phan ca thi cong thi chiing ta chuyén qua tab “Lich Lam Viée” dé phan ca (huéng dan
cu thé tai phﬁn Lich Lam Vi¢c). Ngoai ra néu nhén vién nay da ton tai lich thi ¢ thé sao chép

[ Gl"_‘—l Sao chép Lich Lam Wigc l

cho nhiéu nhan vién khac, nhan vao nut . Giao di¢n sao chép lich lam

viéc s€ xuat hién.

& Sao Chép Lich Lam Viéc

Danh Sach Mhan Vién £urgc Sao Chep Lich

Sao chép lich cha nhén wign:  Trdn Thanh Phurong

Chon Danh Séch Ap Dung i [ |55 ®éa Danh Sach ] [ @ Chon TaL Ca ] [ [ BdiChon Tt Ca l

13 Mhan Wign: TQCoO1
& Mhan Yign Ho wa Tén Phang Ban
TQCOo04 Bii Z8ng Ly Kirh Doanh
2 2 = W ] i i i
(%) Chon thea cac théng tronag n&m 2011 % TQonns Ba HUVTh Th?a' K!nh Doarh
T 006 Pham Z8ng Wan Kinh Doanh
TQC01z Boan Thi My Hanh Kinh Doanh
[ Théang 1 Théng 5 [JThang 3 TQCO17 Tran Thanh Khoa Kinh Doanh
[ Théang 2 Théng & [ Théang 10
[ Théang 3 [ Tthéang 7 [ Théang 11
[JThang 4 [CJThéng & [Jthang 12

() Chon thea khodng théi gian
TiMgay 01012011 ||  BSnmoay o401jizo1l (s

Chép d& lich lam vigc san cé

( g Thure Hign | | i Thoat |

—
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Trong giao dién sao chép, chiing ta xac dinh danh sach nhan vién can duoc sao chép lich tir nhan

. Tiép tuc chon thoi gian can

vién hién tai bang cach st dung cong cu
sao chép: chon céac thang trong ndm hoac mdt khoang thoi gian tuy y. Néu e¢éc nhan vién dugc

o ax s 1 < 2 P A1 v]Chép d& lich 1am vigc san o .
sao chép da co lich va ching ta mudn chép dé lich luon thi chon =R AR ATEIIEE S Sau khi

’ G Thuc Hign ]

chon ddy du cac thong tin trén, chon dé tién hanh sao chép.

3. Lich Lam Viéc
Vao Chi Tiét Nhan Vién = Tab Lich Lam Viéc

| wutch || X niyes |[] zo11 §] Thir By Chiy Nhat

Dl‘DZ|DS|D4|DS|06|D?|DS‘D‘3‘ID‘11‘12‘13‘14|15|16|1?|18|19|2D‘21‘22‘23‘24‘25|26|2?|28|29|30|31|

Thang01 [ BS MM HC HC HC HC |HC BS MM HC HC HC HC HC BS MM HC HC |HC HC HC BS MW HC HC HC HC |HCZ BS MM HC

Thang 02 [HC ' HC HZ HC BS MM HC HC HC HC HC BT MW HC HC HC HC |HZ BS MW HC HC HC HC HC BS WM HC

Théng 03 [HC HC HCZ HC BS MM HC HC HC HC HC BS MM HC HC HC |HC | HC BS MW HC HC HC HC HCZ BS MM HC HC HC HC

Thang04 [HC BS MM HC HC HC |HC HC BS MW HC HC HC HC HC BS MM HC |HC HC HC HC BS WM HC HC HC HC HC BS

Thang 05 (MW HC HC HC HC HC | BS MW HC HC HC HC HC BS MM HC HC HC |HC HC BS WM HC HC HC | HC HC BS MM HC | HC

Thang 08 |Cal HC

Thang 07

Théang 08

Thang 09

Thang 10

Thang 11

Thang 12

Churc nang: lich lam viéc 1a giao di¢n hién thi thong tin cac ca lam vi€c trong ngay cia mot nam,
mac dinh phén mém sé& hién thi nim hién tai, chung ta co thé thay ddi ndm dé xem lich. Lich lam
viéc nay 1a két qua cua phan Gio Lam Viéc dd md ta & muc trén. Néu chua phan gid lam viée thi
ngay tai giao dién ndy chung ta ciing c6 thé phan gid 1am viéc.

—
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Thuc hién: trong giao dién lich lam viéc néu mudn thay ddi lich, chon lich, phan ca thu cong thi
chung ta click phai chudt dé chon céc chtc ning can thiét. Néu ta click phai chudt vao 6 nao thi
phan mém s& chon 6 d6 1am ngay bat dau 4p dung mot loai lich ndo d6 hodc mét ca cho chinh ngay
do.

[H Luu Lich ”X Hily B ][<] 2011 ThirEay Chit Mhak

Dl|l32|DS|D4|05|06|D?|DB|09|10|11|12|13|14|15|16|1?|18|19|20|21|22|23|24|25|26|2?|28|29|30|31|

Tharngol | BS MM HC | HZ HC |HC HC B3 MM HC HC |HC HC HCZ BS MW HC HC HC HC HZ B MW HC HZ HC HZ HCZ BS MM HC

Thangoz |HC |HC HC | HC BS MM HC | HC HC |HC HC  BS MM HC HC HC HC HC BS MM HC HC HC HC HC BS MW HC

Thang 03 [HC HC HC |HC BS KWW HC HC HC HC |HC | BS MM HC HC HC HC HC BS MM HC HC HZ HC HC BS MW HC |HC HC  HC

Tharngo4 |HC B WM HZ HC |HC HC | HC BS MW HC |HC HCZ HC HC BS MW HC HC HC HZ HC BS MW HC HCZ HZ HCZ HZ BS

Thang 0S| MM HC HC | HC HC |HC BS MM HC |HC HC |HC HC BS MM HC HC HCZ HC HC BS MM HC HC HC HCZ HC BS MW HC HC

X ®aa

Thang 06 |Cal | HZ Ca3

Thang 07
Lich Tuan L4
Thang 08 Lich Thang ¥
Thang 09 o -
e Buidi Chigu
Thang 10 Eudi Sang
Thang 11 =T
Zaz2
Thang 12
a3
Hanh Chanh
Mgy Mghi

Sau khi chon mgt trong c4c tinh nang phan lich, phan ca, x6a... ching ta chon nit i £ de
thyc hién cac thay ddi. Néu khong mudn thay doi nhitng thao tac viura thuc hién, chon nut

_. D061 vai1 cac ca duoc phan ca thu cong thi s€ ¢ mau do trén lich [am viéc.

Ngoai ra chung ta c6 thé xuat ra excel lich 1am viéc cua nhan vién trong mot ndm khi chon vao nut
[ @:‘, Huak Ra Excel ]

4. Bang Cong
Vo Chi Tiét Nhan Vién =» Tab Bang Cong

Chtrc nang: cho phép cham cong, diéu chinh dir li€u cham cong va xuat bao céo ra excel.

—
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& Chi Tiet Nhan Yien

* 113 Nhn Vién |TQCOO1 * M& Cham Céng 1 2] maThe
\ é Ho va Tén Tr&n Thanh Phuong | Loai User Binh thiréng [a] M&PI 100184
( 4 Phéng Ban |Khoa Hoc K¥ Thudt M Mgay Vao Lam . Mhdm QuyEn Yao - Ra |Nh0’m SEp M
Chire Yy |Trirting B3 Phan Phian ME[se| ModyThaiviee|  [w] Phuang Thirc Cham Cang [Thé hosc van Tay hosc M5 PIN [~]
(| 8 50 || Qué Trinh Nghi - Phép || Gia Lam Vige || Lich Lam Vige | 52ng C8ng | Qua Trinh Ra - Vaa | Théng Tin Luong || Phu C3p | Bao Higm || Hop Bing Lao Biéng || Cac Qua Trinh |
Thang B 2] nwam| 2010 )| @3 recssngcong  [-] @ xsassnccing | BBy xustRemxcel |
1 5 . .| T |capEm oo . Mghi Phép ™~
= = = v z Tang | Ca |Mgay z z Thai Le- | Vao | Ra
Mgay Ther M3Ca |- HC | Céng - . | Ngay | Mgay z = % | oo
vao | Ra | vao | Ra Cong Ca | DEm | Nohi | (i | ngni | S0 | TET | Tre |Séml o Loai Nghi
M| o01/12/2010 Tu  [07:54 17:07) HC | 8 | 8 1 o | o o [ o o o o0 0
| | o2r1z/2010 NEm | 08:10 1650 HC | 8 |75 094 0 | 0 0 i 0 0 0 0w/ o L
| | o03/12/2010 Sau | 07:56 06100 HC | 8 | 8 1 5 | 8 0 0 0 0 0 o o0 0 1
| | 041272010 Bady  07:57 1212 8BS | 4 | 4 1 o | o 0 i 0 0 0 oo 0
| | osf1z/2010 cN [o7:s2 17203 mn [ 8 | 0 0 o | o 8 0 0 0 0 o o0 0
| | osr1z/2010 Hai | 12:57 1212 HC | 8 | 4 (05 | 0 | © 0 i 0 0 0 0 | 0 | 4 [PhépMNEm
| | o7z/2010 Ba HC | 8 | o o o | o 0 o 0 0 0 0 | 0| 8 [PhépNEm
| | o8r12/2010 Tu |o723 142 HC | 8 | 8 1 (05| 0 0 i 0 0 0 oo 0
| | o%/12/2010 NEm | 07:58 1752 HC | 8 | 8 1 o5 o 0 o 0 0 0 o 0o
| | 10/12/2010 Sau HC | 8 | D i o | o 0 i 0 0 0 o0 0
| | 111272010 Bay BS | 4 | 0 i o | o 0 i 0 0 0 IR
| | 12/12/2010 N N[ 8 | D o o | o 0 o 0 0 0 o0 0
| | 131272010 Hai HC | 8 | o i o | o 0 i 0 0 0 o o0
| | 14f12/2010 Ba HC | 8 | D 0 o | o 0 0 0 0 0 o0 0
| | 1511272010 Tu HC | 8 | o i o | o 0 i 0 0 0 o o0 0
| | 1s/12/2010 NEm HC | 8 | D 0 o | o 0 0 0 0 0 o0 0
| | 17/12/2010 Sau HC | 8 | O i o | o 0 i 0 0 0 o o0 0
| | 131272010 Bay BS | 4 | 0 0 o | o 0 0 0 0 0 o0 0
| | 181272010 N ne |8 | o i o | o 0 i 0 0 0 o o0 =
< | i | m
[E v [ noyes [ v oxmnost |[ B Hoymhost |
A
Thuc hién:

v' Chon khoang thdi gian: mic dinh khi vao bang cong thi dit liéu chidm cong s& hién thi ¢ thang va
nam hién tai. Chung ta co thé thay doi thoi gian bang cach chon lai thang va nam. Thoi gian bét
dau va két thiic mac dinh trong thang 13 tir dau thang dén cudi thang.

v Tao bang cong: nhan vio niit Tao Bang Cong dé xtr Iy chim cong trong khoang thoi gian chon
trude. Co 3 tuy chon khi Tao Bang Cong

l @3 Tao Bang Cdng Ijl @

Chi Iuru dir liéu méi
® | dé dirliéu 43 cé
Luu dé dir liéu 3 chinh sra tay
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- Chi luu dir liéu méi: tuy chon nay chi luu nhiing dir liéu moi trong khoang thoi gian da chon,
nhiing dir liéu luu trit sén s& duoc bo qua.

- Luu d¢ dir liéu d3 co6: day 1a tuy chon mic dinh, vé6i tiy chon nay phan mém s& xt Iy cac dir
lidu moi va céac dir liéu da co san trong khoang thoi gian di chon. Tuy nhién cac dir liéu do
hiéu chinh truc tiép thi cong bang tay trén phdn mém s& khong thay doi.

- Luu d¢ di liéu da chinh sira tay: véi tiy chon nay phdn mém xir Iy lai méi toan bo chidm
cong theo khoang thoi gian di chon, khong phan biét dit liéu co san hay dd hiéu chinh bing
tay.

’a ¥da Bang Céng

v’ Xo6a Bang Cong: nhan vao nit dé x6a bang cong trong thoi diém da chon.

v' Diéu chinh dit liéu chim cong (diéu chinh thii cong bang tay): trong thuc té, ngoai nhitng quy
tdc chdm cong da thiét 1ap trén phan mém, d6i khi can phai thay doi dit liéu nhan vién cho phu
hop. Vi du, néu nhan vién lam ting dén 22h dém, nhung tai thoi diém dé cip dién, cac thiét bi
cham cong khong hoat dong. Pé xur 1y tinh hudng nay ngudi str dung chuong trinh ¢6 thé thém
mot dir kién gid vé cho nhan vién. Nhung ciing ¢6 thé chim cong truc tiép khung hién thi dir
lidu, thao tac nay goi 1a chim cong thu cong bang tay. Khi d6, dit liéu nao duoc diéu chinh bang
tay thi s& hién thi mau do6 trén khung dit liéu.

TGC00L Trén Tharh Phutang YRR S (7% 358 HC .i 5020 0 0 0 0 0 0 0

v" Xem thong tin dir liéu da dugc hiéu chinh tha cong: néu mot hé théng ¢6 nhiéu nguoi st dung,
viéc phan quyén va cho phép diéu chinh dir liéu phai tuan thii nghiém ngit. Do d6 cac thong tin
didu chinh chim cong déu duoc ghi lai dé dbi chiéu, cac thong tin duoc ghi lai sau nhitng lan
diéu chinh bao gom: thay ddi tir gia tri ndo vé gia tri ndo ctia mot truong dir lidu, ngay gio thay
ddi, user thay d6i. D& xem thong tin nay, chung ta chon dén dong dir 1i€u da hi¢u chinh (dong dir
lidu ¢6 chira cac gia tri mau do), double click vao d6. Khi d6 man hinh Théng Tin Piéu Chinh
Cham Cong hién lén:
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Thong Tin Biéu Chinh Cham Cong

B E

User Bigu Chinh Mody Gid Loai Chuyén Tir Gia Tri Bén Gia Tri
L Mo User 29/10/2010 14:18:29 HC a 3
| [Mo User 29/10/2010 14:18:31 CongHC 0 1
| |Mo User 29/10/2010 14:18:39 aTil a 3
Mo User 297102010 14:18:40 Ca3 a 2
Mo User 29/10/2010 14:19:29 Inl o756
Mo User 29/10/2010 14:15:50 0oT1 3 5
| |Mo User 29/10/2010 14:20:04 Qut2 23:09

]|

Xuét bao co: sau khi da xir 1y, loc dir li€u va két qua hién thi trén man hinh thi c6 thé xuét ra excel

[% Xuat Ra Excel ]

bang cach nhan nuat tuong tng voi khoang thoi gian da chon.

5. Qua Trinh Vao - Ra
Vao Chi Tiét Nhan Vién = Tab,QUa Trinh Va0 — Ra

Chuc niang: thong ké qué trinh quét thé/van tay cta nhan vién, bao gdm ludn ca cac dir lidu ra vao
dugc thém thu cong.

| HB Sa || Qua Trinh Mghi - Phép || Gid Lam Wigc || Lich Lam vigc || Bang Céng [ Qué Trinh Ra - Va0 | Thang Tin Luong | Phu c&p || Bao Higm | Hop Bing Lao Béng | cac Qua Trinh |

[v] 2en [15/10/2010 14:33:42 v [@ XusitRaExcel |

Tir |0 1/10/2010

M& Mhan vien | Ho va Ten [ Fhang Ban [ M&ThefanTay | Mgay - Gid | vao-Ra | MaThistBi |

|b|TQCO01 Tran Thanh Phuong Khoa Hoc K Thuat 02/10/2010 07:53:23 Vao

| |TQCo01 Trén Thanh Phuong Khoa Hoc K§ Thuat 02/10/2010 07:56: 34 Vao

| |TQCO01 Tran Thanh Phuong Khoa Hoc Ky Thuat Q00000000 1 11102010 08:55:48 Vao - Ra 1
| |TQCo01 Tran Thanh Phuong Khoa Hoc Ky Thuat OO0000000 1 1110/2010 14:22:41 Vao - Ra 1
| |TQCO01 Tran Thanh Phurang Khoa Hoc K Thudt QO00000001 11/10/2010 15:26:43 Yao -Ra i
| |TQCO01 Tran Thanh Phurang Khoa Hoc K§ Thuat QO00000001 11/10/2010 15:26:43 Yao -Ra 1
| |TQCo01 Tran Thanh Phurang Khoa Hoc K Thuat QOOO0000 1 12/10/2010 10:18:21 Yao -Ra i
| [TQCoo1 Tran Thanh Phuong Fhoa Hoc K§ Thuat QOODC0000 1 12/10/2010 10:18:25 Yao - Ra 1
| [TQC001 Tran Thanh Phuong Khoa Hoc K§ Thuat QOOD0000 1 12102010 10:18:57 Yao - Ra 1
| |TQCo01 Tran Thanh Phuong Khoa Hoc K§ Thuat Q000000001 12/10/2010 10:20:42 Vao - Ra 1
| |TQCO01 Tran Thanh Phuong Khoa Hoc K Thuat QO0D00000 1 12102010 10:23: 14 Vao - Ra 1
| |TQCo01 Trén Thanh Phuong Khoa Hoc K§ Thuat Q00000000 1 12/10/2010 10:23:17 Vao - Ra 1
| |TQCO01 Tran Thanh Phuong Khoa Hoc Ky Thuat 14102010 07:54:23 Vao
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Thuc hién: mic dinh khi truy cép vao thong tin nay, phan mém s& chon khoang thoi gian 1a tir dau
thang dén ngay — gid hién tai. Chiing ta c6 thé chon lai khoang thoi gian cho phi hop véi yéu cau.

[ % ¥udt Ra Excel ]

Xuat bao cao: cudi cung c6 thé xuat ra excel bang cach nhan vao nit
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Chwong 7: Quan Ly Qua Trinh Ciaa Nhan Vién
Quan 1y qué trinh ctia nhan vién bao gdm nhiéu qué trinh, lich st lam viéc, tham gia hoat dong cua
nhan vién dbi véi cong ty.

Pé vao man hinh quan 1y qua trinh thi tir Danh Sach Nhan Vién, chung ta chon mot nhan'vién can xem

] Quan Ly Qua Trinh o . , ~ A A o Y
e ] Hoac tr Danh Sach Nhan Vién, chon nhan vién can xem,

=» nhan vao nut

e - o o

%9 Sac Cheép Lich Lam Viéc

Liéng Mgoc H
MouvEn B2 D0 B Chi Tigt Nhan vign

: A PO Bli Quang Sc 2 L% O, T
click chudt phai va chon ... "z o~ 8 Quan Ly Qua Trin

. Khi d6 man hinh Quan Ly Qua Trinh cua

nhan vién s€ xuat hién.

[

Quan Ly Qua Trinh

* M& Nhan Vién | TQCOOD1

Ha wa Tén Tran Thanh Phurong

Phéng Ban Khoa Hoc K§ Thuat s Mgay Vao Lam (010172011 Ev3
Chirec Vu Mhan Vign v Mgay Thai Vigc o

| Hop £8ng | Lrong || Phu c8p || Tam Uing || Mohi Phép || BH v T || BH %3 Héi || Cang Tac || B4nh Gid || khen Thusng || Ky Luat || Bac Tas |
* M3 Hop Béng |Tqcoo1_go1 | B0 Ky ther o] mousiky [Bui Binh Tan | mgzvky  [onoyaoin o]

Loai Hop Ban HB Khéng Ky Han
- srY e Bao Hi&m X3 Hai (BHXH) Ca Mhan o] e céng Ty o] =
Chinh Thirc Tir Ngay 01012011 BEn Mgay

-
Thai gian lam vigc 52| gizfngay Bao Hiém Y T& (BHVT) €& Mhan o % cengTy o =

Thir vigc Tir MNgay £ BEn Mgay

IR R

Phuong tién di lai Tir tic |
= ] =
rETEkesl=l 3,000,000 5| ¥ND/théng Bao Hi€m That Nghiép (BHTN)  [LecRNGEy) o] = céng Ty ==t
S8 ngay phép nam [a] % ngayfnam
e )
4 » + - - o = [
* M& Hap Béng | Loai Hop £8ng | Tir Mgay Bén Magay
| X[Tocoo1_qp1 HE Khéng Ky Han 01/01/2011

1. Hop Pong Lao Pong
Vao Quan Ly Qua Trinh =» Tab Luong

Chtrc nang: quan 1y qua trinh ky hop dong lao dong giita co quan/cong ty d6i voi nguoi lao dong.
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Hop £8ng | Lureng | Phu c8p | Tam Ung || Nghi Phép || BH ¥ T& || BH %3 Héi | céna Tc | énh Gia || khen Thuang || ki Luat | Bao Tao |
* M3 Hop Déng |TQCI)D]_QDI |LE-.n ki thir Maurdi Ky |BC|i Binh T2n | Nggy Ky [0101/2011 ||
Loai Hgp Bidng HE Thir Vigc - P =
. . i — - Bao Hiém X3 Hai (BHXH) C& Mhan [a] % S Cong Ty [a] % £
Thir Viéc Tir Ngay £V BEN Moay £
Chinh Thire Tir Mgay 01/01/2011 |=e BEn Ngay |28/02/2011 w
Thai gian [m viec 8[2]| gisingay Bao Hi&ém Y T& (BHYT) C& Nhan 02 % Céna Ty 02 %
Phurong tién di lai Ty tic |
: T =
futaaicdban 3,000,000 5] VND/théng Bao Hiém That Nghiép (BHTN) Qe izl 0= = Céng Ty 0= %
56 ngay phép ném [a] % ngaynam
¢ J
4 [ > | + | = | N | v x u
* M& Hop Béng | Loai Hop Bang | Tir Ngay | BEn Ngay -~
|M[TQCo01 Qo1 HE ThiT viéc 01/01/2011 28/02/2011
TQCO01 QD2 HE Kkhéng Ky Han 01/03/2011

Thong Tin Luwong
Vao Quan Ly Qua Trinh =» Tab Luong

Chure nang: quan ly lich str lwong cua nhéan vién.

| Hop Bng | Luona | phy c&p | Tem Ung | Mahi Phép || BH ¥ T& || BH %3 Hai || Cang Téc || Banh Gia || Khen Thuéng || Ky Luat || Bao Tao |
S8 Quyét Binh |TQCDD 1.002 | Mo Ky |Bt|i Dinh Tan |
* Ngay Higu Lyc |01/03/2011 ] Mgay Kif 010372011 ]
* Lirgng Ca Ban | 4,000,000 (] VND/théng Ghi Chi | |
y | 8 | + | = | - ] v x cu
S8 QuyEt Binh | *ngay HiduLuc | * Ludng Cd Ban | Ngurdi Ky | Mgy K | Ghi Cha |
| [Tqcoo1_gp1 01/01/2011 3,000,000 i Binh Tan 01/01/2011
k|TqCo01_gD2 01/03/2011 4,000,000 BLi Binh Tén

Céc thong tin can chi ¥ khi khai bao thong tin lwong cho nhén vién:

v' Ngay hiéu lyc: bit budc phai nhap dé xac dinh ngay 4p dung mirc luong.

v' Luong co ban: nhap muc luong co ban ciia nhan vién dp dung tai mot thoi diém, thong tin nay

khong duogc dé trong.

Phu Cép
Vao Quan Ly Qué Trinh =& Tab Phy Cap
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Chtre ning: quan 1y cac loai phu cép ¢d dinh ma nhan vién dugc hudng hang thang.

& Chi Tiet Nhan Vién

* 113 Nhan Vién * M& Chim Céng 1 [ wamhe |oosa7isss

Ho vA Tén Trén Thanh Phusng | Loai User |Binh thuang M| M PIN | 100 1s4|
Phang Ban Mgay Vao Lam Mhdm QuyEn Vao -Ra |Nh6m 2D M
Chic Uy Truing 86 Phan Phan e[| - Ngay Théi Vige Phuang Thitc Chém Céng [Thé hosc Vén Tay hoc Ma PIN v

| Hi 50 || Qua Trinh Mghi - Phép || Gig Lam Vic || Lich Lam Viec || Bang Cdng || Qua Trinh Ra - Vao || Théng Tin Luigng | Phuy Cép | Bao Higm || Hgp Biong Lao Biong || Cac Qua Trinh |

Céc thong tin can chi ¥ khi khai bao phu cap cho nhan vién:
v' Ngay hiéu luc: bit budc phai nhap dé xac dinh ngay ap dung mirc phu cép.

v Muc phu cap: nhap s6 tién nhan vién dugc hudng vai mirc phu cap do.

{ >+« 1 - [ - | e

55 QuytBinh | * Noay Hiéu Lu | * | oai Phu Cap |  *MicPhucip | Ngui Ky | Ngay Ky hi Chl A
b[Toco01_1 23/12/2006  Phy c&p Tréch Nhiém 500,000 23/12/2006
| |Toco01 23/12/2006  |Phy c&p Thém Nign 500,000 23/12/2008
| [Tqeooz_t 23/12/2006  Phu cip Bilai 200,000 23/12/2006

v Loai phu cép: phan biét cac loai phu cép ma nhan vién da nhan. Co6 cac loai phu cép nhu: Phu
cép Trach Nhiém, Phu cép Tham Nién, Phu cﬁp bi Lai, Phu cép Nguy Hiém, Phu cép Chuyén

Can .... Loai phu cap phai duoc dinh nghia trude trong hé théng danh muc.

Tam Ung
Vao Quan Ly Quéa TrinhmTab Tam Ung

Chtre nang: Quan ly viée tam trng luong ctia can bd-cong nhan vién.

—
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.|

Hop £&ng || Luong | Phu C8p | Tam Ung | ghi Phép || BH v T& || BH x& Hai || Céng Tac || ®anh Gid || khen Thusng || ki Luat | Bac Tae

MNgsy TamUng  [05/04/2011 [+~] Ly Do Ghi Chii
Mg K B Sink Tan | g lurang Duyét chi
Ngay Ki [os/o4/2011 [l
56 Tign | 500,000 (=]
Bang Chir |Nérn tr&m nghin dong
“ [ > | + | = | - v x P
Ngay Tam Ung | S& TiEn | Mgay Ky | Mgurai Ky | Ly Do | Ghi Chi |
[»|  osjoa/z011 500,000 05/04/2011 BUi Binh Tan ng Iuang Duyé&t chi

5. Nghi Phép — Phép Nam
Vao Quan Ly Qua Trinh =» Tab Nghi Phép
Chuc niang: Khi nhan vién nghi phép thi phai nhap phép vao hé thong dé hd tro cho cac quan Iy, xir
1y, bao cdo lién quan dén phép/nghi.

Qua Trinh Mghi - Phép

Nam | 2010 [2] = tighi Daitgay |
P | > | + | — | - ] - = | o |
* Mgay Mghi | S& Gid nahijmgdy | Loai Phep [ Ghi chi -
Ld 23/08,/2010 =] PhEp Mam
24/03,/2010 = Canig Tac
| 2 12 [ |
< ] 111 ] | }l

Thuyc hién: khi nhép li¢u can cht y
v Ngay nghi: nhap ngay nhin vién xin nghi.

v S6 gio nghi/ngay: sb gio thuc té nhan vién di xin phép nghi.
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v" Loai phép: chon loai phép ma nhan vién da xin nghi phép. Loai phép nay dugc dinh nghia trong
Cham Cong =» Loai Phép.

v/ Néu nhan vién xin nghi phép lién tuc dai ngay thi ngoai cach 1an lugt timg ngay néu trén ching

ta nhan vao nat lla Nghi Dl Ngay

] dé nhap nhanh hon. Khi d6 man hinh xuat hién:

M& Mhan vién: TQCO01 Hova Tén:  Tran Thanh Phu'dng
Tir Ngay | 15/10/2010 M 2N Ngay | 29/10/2010 M
Loai Nghi |F‘hé|:| MEm M S8 gis nghi |B| %|

khiong chon ngay nghi {chi nhat)

[ Hﬂ?ﬁng‘f‘ ][ XHﬂy ]

v S6 phép nam dugc huong theo nam: Ngoai ra, trong phan nay con cho phép nhap sé ngay phép
nim ma nhan vién duoc nghi theo qui dinh. Théng tin ndy nham hd trg cho bao cao phép nim,
xac dinh nhan vién d3 nghi bao nhiéu ngay phép nam, sé du con lai néu co.

54 Mgay Phép Bwrge Hurdng Theo Mam

s L] v | < [

*Nam | 55 Ngay Phép |
11 2002 12
2010 12
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6. Bao Hiém Y Té
Vao Quan Ly Qué Trinh = Tab Bao Hiém Y Té

Chtre ning: quéan 1y qua trinh mua bao hiém y té cho ngudi lao dong.

| Hop Bi8ng || Lurang || Phu C5p || Tam Ung | Mahi Phép | BHYTE |BH X Héii | Céng Tac || Bi4nh Gid || Khen Thudng | Ky Luat [ Bao Tao |

s§ |pr77a0s=0300005 | s |72-051 | Ghi Cha
Tir Ngdy |D 1/01/2011 M DEn Ngay |3 1/03/2011 M

Ca Mhan déng | [ %| % Cong Ty dang | 14 %| L

Noi khém Chifa Bénh [Bénh vién Quan 1 - Co 54 1

< [ » | + | - | - | v x C
55 | M5 |  Tirmgdy | Pénmgdy | €4 Mhén dong | Céng Ty déng | MNai Kham Chifa Bénh | Ghi Chi
DMNF 790390300005 79-051 01/01/2011 31/03/2011 5] 14 Bénh vién Quan 1-Co 54 1

[»

7. Bao Hiém Xi Hoi
Vao Quan Ly Qué Trinh = Tab Bao Hiém Xa Hoi

Chtc ning: quan 1y qua trinh mua bao hiém x3 hoi cho nguoi lao dong.

| Hop BBing | Lrang | Phu CAp || Tam Ung || Nghi Phép || BH YTé'| BH X& Hii |C6ng Téc | Banh Gid | Khen Théng || Ky Ludt | Bao Tao |
5 1234567350 | Ghi Cha
TUr Ngay 01/01/2011 w| Cong Ty ddng 10 % o
DEn Ngay 31/12/2011 | CaMhan déng S
q [ > | + | - | - ] P , "
5§ | Tirngay | BEnhgay | CéngTyddng | C&MNhandéng | Ghi Cha |
| 1234587320 01/01/2011 31/12/2011 10 5

8. Cong Tac
Vao Quan Ly Qua Trinh =» Tab Cong Tac

Chure nang: quan ly qua trinh cong tac cua ngudi lao dong.
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| Hep BiEng || Lurong || Phu C&p || Tam Ung | Nghi Phép || BH Y T& | BH & Hai | Céna Tac | Banh Gia || Khen Thuéng | Ky Luat | B2a Tao

S8 QuyEt Binh  |TQC001_01 BEtBEU  |25/04/2011 " Ghi Chi
Ngay Ky 20/04/2011 M KeétThic  |29/04/2011 v
NoLrE Ky |Nguyé’n anh Quén | Bia Digm |H.'a MG |
Ly Do |Trién khai hé théng |
q [ > | + | = | - ] v x Cu
58 QuyEt Binh Noay Ki Noudi Ky | Lj Do | nNoayB&tEEU | ModyKEtThac | Nai Céing Tac
20042011 NouyEn Anh Quan Trign khai hé thang 25/04/2011 29/04/2011 H& MNai

9. Panh Gia
Vao Quan Ly Qua Trinh =» Tab Danh Gia

Chtrc nang: quan 1y qua trinh danh gia cia nguoi lao dong.

| Hap Bifing || Lurang || Phu Cap || Tam Ung || Mahi Phép || BH Y TE || BH %& Hai || Céng Téc| Banh Gid |Khen Thuidng || Ky LUAt || Pao Tao

58 Quyét Binh | TQCOD1_01 Ghi Chi
Mgy Ky 04/04/2011 ]
Maurdi Ky Bui Binh Tan
Hinh Thirc ¥ét duyét trudc cong ty
MGi Dung Hodn thanh tdt nhiém vy ndm 2010
< [ , | + | = | - v % P
58 QuyEt Binh | mNoayky | gL Ky | M&i Dung | Hinh Thirc Bénh Gid |
LTQCDD 101 04/04/2011 Bli Binh Tan Hoan thanh tat nhiém vy ndm 2010 ¥ét duyét trurdc cong ty
>
10. Khen Thuéng

Vao Quan Ly Qua Trinhg=2#Tab Khen Thudng

Chtrc nang: quan ly qua trinh khen thudng cua nguoi lao dong.
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[ Hop Bi8ng || Lurona | Phu c2p || Tam (ng || Nahi Phép | BH ¥ T& || B & Héi || Céng Tac | 8anh gid | khen Thugng [k Luat | Bao Tao

56 QuyEt Birh  |TQCO01_01 Ghi Chi
Ngdy K7 11/04/2011 M

Ngurai Ky MguyEn Anh Quan

Hinh Thiic Bang khen |

Ly Do Bat thanh tich 6t ndm 2010

¥ [ > | + | - | . v x [ﬁ

58 Quyét Binh | Ngay Ky | Ngui Kj | Ly Do | Hinh Thirc Khen Thudng |
|#|TQCO01_01 11/04/2011 MguyEn Anh Quan Bat thanh tich t&t nim 2010 Bang khen
id A
11. Ky Luat

Vao Quan Ly Qua Trinh =» Tab Ky Luat

Chtrc nang: quan 1y qua trinh ky ludt ctia nguoi lao dong.

| Hop BBing | Lurang || Ph C3p || Tam Ung | nghi Phép || BH v T& || B %8 Hai | Céng Téc | Danh Gid | Khen Thusng | K7 Ludt | ao Tae

585 Quyt Binh | TQCO01_041 Ghi Chi
Ngay Ky 10/03/2011 [v]

Maurdi Ky Mguyén Vé Tra My

Hinh Thre Mhdc nhd |

Ly Do i tré ngay 10/03/2011

T P T R T T T

58 QuyEt Binh | ngayki | Nguri K Li Do | Hinh Thirc Kj Lugt |
[b[TQroo1_o1 10/03/2011  |Nguyén V& Tra My Bi tr& ngdy 10/03/2011 Nh3c nha
\
12.Pao Tao

Vao Quan Ly Qua Trinh=» Tab Dao Tao

Chtre ning: quan 1y qua trinh dao tao, huan luyén ciia nguoi lao dong.

2 CONG TY CO PHAN GIAI PHAP WISE
' Tel (84-8) 5444 .5813 /54490.735 - Fax (84-8) 54490.736
488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phdé HCM

SOLUTIONS Website: www.wise.com.vn - www.chamcong.com



HUONG DAN SU DUNG SmartTAS

87

| Hgp Biéng | Lurang | Phu Cip | Tam Ung | tighi Phép | B+ ¥ T& | 843 Hai | Céing Tac | B4nh Gia | Khen Thuting | Ky Lust | B30 Tz0 |

Bat Bi3u 01/04/2011 v Noi Hoc T HB Chi Minh | Ghi Cha
K&t Thic n04/2011 v Thii Gian z% thang
Hinh Thic Chiphi m wnd
Ngénh Cdng Nghé Théng Tin Hinh Thirc Tra Co quan/cong ty ddng |
HE Bao Tao Mgén Han Hodn Thanh
T T e L
BAtEEu | KEtThic | HE 20 Tao | Nai Hoc |Thoi Gian (théng)|  ChiPhi(ND) |  HichThicTra | Hoan Thanh
l 01/04/2011 30/04/2011 | Madn Han Tp HA Chi Minh 2 5000000 Cd quan/cdng ty ddng

VISE
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Chuong 8: Nhan Su

1. Quan Ly Nghi Phép
Vao Nhan Sy =» Quan Ly Nghi Phép

Chtrc ndng: quan ly cac ngay nghi phép theo qui dinh cua nha nudc hoac cua cong ty. Bdo cdo nghi
phép thong ké sb lugng nhan vién di nghi trong mot khoang thoi gian chon trude cho mét loai nghi
nao do.

Thuc hién:

1.1 Quéan Ly

Vao tab “Quéan Ly” trong quan 1y nghi phép. Mic dinh phan mém s& chon thang va nim hién tai,
tuong ung voi khodng thoi gian nay la danh sach céde nhan vién da dugc nhap ngay nghi vao hé
théng. Chung ta ciing ¢ thé thay dbi khoang thoi gian nay bang cach chon lai thing va nam. Pé
thuc hién thao tac chung ta sir dung thanh Navigator dé thém, x6a, sira ngay nghi. Cac thong tin can
phai nhap liéu: ma nhan vién, ngay nghi, sd gid nghi, loai nghi... Viéc thuc hién nhap céc ngay
nghi ndy twong ty nhu nhap & phan Chi Tiét Nhan Vién = Qua Trinh Nghi - Phép.

Guan Ly Mghi Phép
Quanly |Baacén
oo o wn 2003 [ i)
L I » [ » T + [ - ] =

| *Ma Nhan Vien | Ha va Tén | Phing Ban | *Noay | SEGia | Loai Phép | i Chili
) Toco1e Bli Binh Tan Ban Giam Bc 01{12/2010 5 Phép Mam

TQC001 Trén Thanh Phuriang Khoa Hoc K3 Thudt 06/12j2010 4 Phép Mam

TQC001 Trén Thanh Phuriang Khoa Hoc K% Thudt 07/12j2010 g Phép Mam

TOCO19 Bl Binh Tan Ban Gidm BEc 31j12j2010 5 Phép Mam

Ngoai ra ching ta c6 thé nhdp ngay nghi lién tuc doi véi cac nhan vién nghi nhiéu ngay lién nhau

cho mot loai nghi. Nhan nit vao nat L EaNahiDaiNgsy | 43 4 hien man hinh nhap liéu. Céc thong
tin can xac dinh nhu: ma nhan vién, nghi tir ngdy nao dén ngay nao, loai nghi, s6 gio nghi trén timg
ngay, co tinh ngay chu nhat nhu 1a ngay nghi hay khong...

—
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Mghi Dai Ngay

M Nhén Vién: | TQCOO2 | HovaTén: Nguyén Ba Duy
Tir Ngdny ||:|3,f|:|1,f2m1 M BiEn Higay |IZIE,|'I31,|'2I]1 1 M
Loai Mghi |C6ng Tac H S0 qgitr nghi |Ei %|

khdng chon ngdy nghi (chil nhat)

1.2 Bao Cao
Bao Cao Mghi Phép

TirNgdy  |01/10/2010 . BEn Ngdy [31/10/2010 [+ [{’% Thure Hign ] [% XUt Ra Excel ]

LoiNghi ~ Phép Nam [] M3 Nhin Vien | Ho va Tén | Loailigh Céc Ngay Nghi |Téng 55 G5 |
PhingBan [Tét Ca [ [@[F] TQroo1 Tr&n Thanh Phirona Phép NEm 15/10,2010 8
. - SRS = 0uang Son Phép NEm 15/10/2010 H
D& Tim () M3 Nhan Vign O HovaTén
| 2w ]
M3 Mhén Vién Ho va Tén Phéng Ban
Al
[ Tqcoo1 Trén Thanh Phurang Khoa Hoc K§ T
O Tocooz Mguy&n B4 Duy Khoa Hoc K§ T
[ Tqcoos BUi Quang Son Khoa Hoo K§ T
[ Tqcoos BUi Céng Ly Kinh Doanh
O Tocoos £4 Hujnh Thoai Kinh Doanh
[ Tqcoos Pham Céng Van Kinh Doanh
[ Tocoo? Ly Phi PRG Khoa Hoo K7 T
[ Tocoos Nauy&n Hiru Danh Khoa Hoc K§ T/
[ Tqcooe L& Quéic Vi Khoa Hoc K T
O Tocoio MguyEn Va Tra My Hanh Chénh M
[ Tocois Liéng Mgoc Huyén Hanh Chénh N
[ Tqcoie BUi Binh Tan Ban Gidm Dac
O Tocozo Mouyén Anh Quan Ban Gidm ©8c

Vao tab “Béao Céo” trong quan 1y nghi phép. Cac budc thuc hién:

Tir Ngay ||:|1f1|:|fzc|1|:| M Bén Ng.‘ay|31f1nfzn1|:|

v Chon khoang thoi gian: M , mac dinh phén mém
s& chon thoi gian tir dau thang dén cudi thang cta thang hién tai. Chung ta c6 thé chon lai
khoang thoi gian cho phu hop voi muc dich xur 1y.
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Phép Mam

v" Chon loai nghi: Loai Nghi [v], chon mdt loai phép/nghi

trong danh sach cac loai phép/nghi.

v Chon dbi tuong can xur 1y: ¢c6 thé chon toan bd cong ty, mot phong ban, nhiéu nhan vién hoac
mot nhan vién.

v Xu ly: sau khi d3 chon thoi gian, loai phép/nghi va d6i twong thi nhan vao nut
’% Thu'c Hién

] dé xur Iy.

Xuat bdo cdo: Sau khi xir Iy va c6 két qud hién thi, xudt ra excel bang cich nhan nut

[% Xudt Ra Excel ]

2. Quan Ly Phép Nam
Vao Nhan Sy = Quan Ly Phép Nam
Chtrc ndng: quan ly phép ndm cta nhan-vién theo timg nam. Nhap li¢u phép nam cho tung nhan

vién hodc hang loat, thong ké s6 ngay nhan vién da nghi phép nam, s6 con ton lai nham ho trg nhan
su két toan cud1i nam.

Thuc hién:

2.1 Quéan Ly

Vao tab “Quan Ly’ trong quan 1y phép nim. Phan mém s& chon nam hién tai dé liét ké danh sach s
ngay nghi phép nam bén dudi. Ching ta c6 thé thay d6i nim dé loc dir liéu. Chiing ta sir dung thang
Navigator dé thém, x6a, sira s6 ngay phép nim chuin ctia timg nhan vién. Cac thong tin can phai
nhap liéu 12 ma nhan vién, nim, s6 ngay phép nam chuan. Viéc nhap liéu nay duoc thao tac tuong
tu nhu trong phan Quan Ly Nhan Vién = Qua Trinh Nghi - Phép.
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Qudn Ly Phép Mam
QuanL¥ | Ban Cao
MEm (2011 (3
e dIo» Jo» [+« J - | - |
* Ma Nhan Yién | Ho wa Tén | Phiang Ban | * Nam | 50 Mogay |

L TQZ001 Tr&n Thanh Phuang Khoa Hoc K% Thudt 2011 12
| ToiZ0o02 Mguyen B4& Duy Khoa Hoc K% Thudt 2011 12
| Q003 Bli Quang San Khoa Hoc K% Thudt 2011 12
| TC004 Bli CAng Ly Kinh Doanh 2011 12
| TQC00s B8 Huwnh Thoai Kinh Doanh 2011 12
| 006 Pham C&ng Yan Kinh Doanh 2011 12
_|Tcoo? L Phi Phi Khoa Hoc ki Thut 2011 12
| Q003 MguyEn Hifu Danh Khoa Hoc K% Thudt 2011 12
| |TQcoos LE Quic Wi khoa Hoc kK5 Thudt 2011 1z
| TQC010 Fguyen Wa Tra My Hanh Chanh Mhan S 2011 12
| TQCo11 Luna Mam Mhan Khoa Hoc k% Thudt 2011 12
| TQCo1z Bio0an Thi MY Hanh Kinh Doanh 2011 12
| TQC013 Ligng Maoc Huvén Hanh Chanh Mhan S0 2011 12
| TQCo14 Mauyén Khic Tigp Cham 5ac Khach Hang 2011 12
| TQZ015 Tra&n Thanh Thai K& Toan 2011 12
| TQC01E Tran Thi Trdc Hanh Chanh Mh&n S0 2011 12
| TQCo1v Trén Thanh Khoa Kinh Doanh 2011 12
| TQC015 Hoang Thi &nh £40 Cham 5oc Khach Hang 2011 12
| Te01g BUi Binh Tan Ban Gidm Boc 2011 12
| TQiC020 Mguyen Anh Quan Ban Giam Bidc 2011 12

Ngoai ra chiing ta ciing c6 thé nhap liéu cho mot sé d6i twong nhan vién c6 cing ngay phép nim
chuén trén cing mot nim bang cach str dung chic ning “Nhdp Liéu Phép Nam Hang Loat”. Cac
budc thuc hién:

v' Chon niam thuc hién va sé ngay phép nim chuin trong nim d6, chon ‘Chép dé Phép Nim sin
¢’ cho céc trudng hop da ton tai phép nim cta nhan vién trong nam do.

mhap Liéu Phép Mam Hang Loak
MEm zo1l 58 ngdy Phép Nam |12 =
. Chép dé Phép Mam san oo
v Chon danh sach nhan vién can ap dung twong tng vai cac thong tin vé nam thyc hién va sd ngay
phép nam chuan trong nim d6. Nhan vao nut ‘Chon Danh Sach’ dé xuét hién giao dién ‘Chon
Danh Sach Nhan Vién’, trong giao dién nay ching ta trich loc danh sach can ap dung. Sau d6

nhén nat dé dong ¥ danh sach.
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hon Danh Sach Nhan ¥ién

Chon Theo B3 Phan" Chon Theo Mhén ¥ign T ds TEECA

@ T8 Ca M3 Mh&n Yign Ho va Tén M3 C.C8ng

(O Phing Ban | TQCO01 Tr&n Thanh Phuang 1
ToZ00z MNguyen Ba Duy 2

13 Mhan Yign Hio wd TEn M3 C.Cdng TQCO03 Bl Quang San 3
TQCon4 Eili Céing Ly 4
TOCO05 B8 Huynh Thoai 5
TQCo0s Pham Cdng Van 3]
TQCOn7 L% Phi Phii 7
TQCO0S MguyEn Hifu Danh &
TQCong L& Qe Wi 9
TOCO010 MguyEn WE Tra My 10
TQCO1L Luru Marn Mhén 11
TQCO12 Biodn Thi My Hanh 12
TQC013 Ligng MNaoc Huvén 13
TQCOo14 Mouyen Khic Tigp 14
TQCO1S Tr&n Thanh Théi 15
TQCO1E Tr&n Thi Trdc 16
TQC017 Tr&n Thanh Khoa 17
TOCO1E Hodng Thi Anh Bao 18

TQCO19 Bii Binh Tan 19
TQCoz0 Mguyen Anh Quan 20

[ K ok ] [ . Cancel ]

, Loa A 2 . A A s re sy ] i h Sach .
v Chlng ta cd thé thay d6i danh sach nhan vién nay véi cac tily chon nhu L& 462 Darh séch | (sau do

thuc hién chon lai), (Check All: chon tit ca nhitng nguoi trong danh sach), (Uncheck:
b6 chon tit ca nhitng ngudi trong danh sach).

v Sau khi d xac dinh nim, s6 ngay phép chuan trong nim, danh sach ap dung thi chung ta nhan

[ g Thurc Hién ]

vao nut dé nhap liéu hang loat véi cac thong tin trén.
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mhap Liéu Phép Mam Hang Loak
Nim 2011 % 5% ngdv Phép Nim |12
Chép d& Phép Mam san cd

M3 Mhan Vign Ho wa Tén
TOC001 Tran Thanh Phuong
TQICO0zZ MguyEn B& Duy
TQICO03 Bili Quang San
TQICO04 Bili Céng Ly
TQC005 B0 Huynh Thoai
TOO006 Fham Cing ¥a&n
TQOO07 Ly Phi Phd
TOO008 Mguyen Hifu Danh
TOO009 LE Quific v
TQCOL0 MguyEn W8 Tré My
TQCOL1 Luu Mam Mhdn
TQCOLZ Bodn Thi M¥ Hanh
TQOO13 Liéng Nooc Huyén
TOO014 MguyEn Khac Tigp
TOOOLS Tran Thanh Théi
TOOOLE Tran Thi Tric
TOOOL7 Tran Thanh khoa
TOOOLE Hoang Thi anh Béo
TQCOL9 Eiii Binh Tan
TQCOzZ0 MguyEn Anh Quan

| G Thuc Hign
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2.2 Bao Cao
Vao tab “Béo C40”. Bio cdo phép nam thong ké sé ngay di nghi phép nam, s ngay con ton lai dé
hd tro két toan nhan su cudi nam. Cac bude thuc hién:

NEm 2010 @

v" Chon nam:

v' Chon déi tuong: chon toan bo cong ty, mot phong ban, nhiéu nhan vién hodc mot nhan vién.

[y Thurc Hién |

v' Xur Iy: sau khi da chon thoi gian va ddi twong thi nhan vao nit dé xu ly

va xem két qua.

t [% XUt Ra Excel l dé Xué.t

Xuat bao cdo: sau khi xir Iy va c6 két qua hién thi thi nhan vao n0
bao céo.

Béa Cdo Phép Mam
Nam 2010 5 [% Thuc Hién } [% Yudt Ra Excel l

PhangBan |TétC3 M S S—

2 g s s M Nhéﬂ Ho va Tén Ngay Vao £E T Ta'lg D& s Cb'.“
DoTin  @MaMinvien  OtiovaTén L ' 1 | 2 ‘ 3 ‘ 4 | 5 | 5 | 7 | 3 |9 |1u| 1 ‘ 12 | 13 | 14 | | < || 2|

| | [)O Tim l | |TQC019 |Bli Sinh Tén 01/12/2010 0| 1
ME M Vign Ho v Tén PréngEan | 2000 MNeuén A Quén 0] 0 10
Al | |TQC010 Neuyen Va Tra I':ﬂy - 12 0 12
. . TQCO13  |Lieng Mgoc Huyén 17/06/2010 12 1 i1

0 rqcoot T““Iha”h Phuang K10z Hoc KT T~ -onna g céng Ly 03/05/2010 2] 08 |12
O macon: Nguyen B2 Duy Kz RockT T ocgos |98 Hujnn Troai 04052010 2] 1 |u
[ mgcaoz Bli Quang Son Khoa Hoc ki T _TQCUUG Pham Céng Vén B 0 B
[ Tz Bli CéngLy Kinh Doarh :chnm TranTharh Phuang  (04/01/2007| 23/08/2010 | 15/10/2010 12
[ racuss 86 Hujnh Thoai KinhDoarh | |TQCODZ |NguyénBaDuy 01/05/2010 12| 05 [1L5
[ mqcaos Pham Cdng Van Kinh Doanh | |TQC003 |Bli Quang San 02/06/2010 | 15/10/2010 12 2
[ mqcoo? Ly Phi PRy KnoaHocKj T| |TQCOO7 |Lj PhiPhi o0 o0
[ mqcaoos Nguyén Hifu Danh Knoa Hoc K§ T|_|TQCO08  Mauyén Hitu Danh a0 o0
[ mqcaes L& Quic Vil Khoa Hockij T IM L& Quéc Vil 0,0 |0
[Jqcom Nguyen Vi Tra My Hanh Chénh N
[ 1qc013 Liéng Mgoc Huyén Hénh Chénh N
[ Tqcnie Blii Binh Tén Ban Gidm Déc
[ o0 Nauyén Arh Quén Ban Gidm it

3. Quan Ly Pi Tré
Vio Nhan Sy = Quéan Ly Di Tré
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Chtrc ning: phin mém ty dong tinh toan dugc thdi gian di tré cia nhan vién dua trén thoi gian
vao\ra trong cong ty va ca lam viéc cua nhan vién trong ngay d6. Tuy nhién, viéc phat hién tré nay
duogc tinh toan dua trén cac nguyén tic thiét 14p ma chua xac dinh rd nguyén nhan, 1y do di tré. Vi
vay, xay dung tinh nang Quan Ly bi Tré nhim hd tro cho nhan vién nhan su nhap li¢u 1y do,
nguyén nhan di tré dé theo ddi, théng ké, bao céo, xét thanh tich thi dua. ..

Thuc hién:

3.1 Quan Ly

Vio tab “Quan Ly” trong quan 1y di tré. Mic dinh phan mém chon san thing vanam hién tai, tuong
mg bén dudi 1a danh sach nhan vién da dugc nhap licu di tré trong thang d6. Ching ta c6 thé thay
d6i khoang thoi gian bang cach chon lai thang va nam. Dé thém, xoa, sira vé viéc di tré ching ta sir
dung thanh Navigator dé thao tac cho tirng nhén vién.

QuanLy BiTr
CQuanLy |Béo Cén
: (] [a]
Thang |1 () Mém 2001 =
R T T P T .
| *M3 Nhan Yién | Ho v4 Tén | Phing Ban | *Ngay | Ly Do | {hi Chi
B TQCO01 Tran Thanh Phuigng khoa Hoc k¥ Thudt 03/01/2011 V& qué Ién bré
TQC06 Pham Cdng Yan {inh Doanh 03/01j2011  Ketxe
TQCO10 NguyEn Y6 Tré My Hanh Chanh Mhan S 04012011 |Méc musa
TQC02 NguyEn B4 Duy fhoa Hoc K Thudt 04/01/2011 Mol quén

3.2 Bao Céo
Vao tab “Béo C40” trong phan quan 1y di tré. Bao cdo di tré cho phép sé lwong nhéan vién, nguyén
nhan di tré trong mot khoang thdi gian va danh sach nhan vién chon truée. Cac budc thuc hién:

v/ Chon khoang thoi gian: xac dinh tr ngdy ndo dén ngdy ndo

Tir Mgay (01/01/2011 |v| Banhgay |04/D1jz011 ]

v' Chon dbi tuong: toan bg cong ty, mot phong ban, nhiéu nhan vién hodc mot nhan vién.

C g , e \ 2 As . Ao ox Thure Hig
v" Sau khi xac dinh khoang thoi gian va doi tugng thi chung ta nhan vao nit ’ p The Hén ]

—

2 CONG TY CO PHAN GIAI PHAP WISE
I Tel (84-8) 5444 5813 /54490.735-Fax (84-8) 54490.736
488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phd HCM

Website: www.wise.com.vn - www.chamcong.com




HUONG DAN SU DUNG SmartTAS

96

p . , #udk Ra Excel 2 X , , b1y g X
v Nhan vao nit [ 3 ] deé xuat ra excel bdo cdo quan ly di tre.

Bio Cao Nhan Sw Tong Hop

Vao Nhan Su = Bao Cao Nhan Su Téng Hop

Chtrc ning: béo cao nhan sy tong hop cho phép thong ké sé luong nhan vién trong cong ty theo

nhiéu tily chon khac nhau.

Bao Cao Nhén 5w

Chon Bigu Kign Xuit Ra Excel Dif Liéu C3n Loc
|Danh sach nhan vién ting hap M
Thir Vigc Chinh Thirc Nghi Khéing Lirang
Thai Vigc Khdng Cham Cang

IE Xem Dir Ligu I [ % Xut Ra Excel H

M Nndn ViEn | Ho va Tén | Phéng Ban | Chiic Vu | ngdysioh [GigiTinh| MgdyVio [Ny Thdiviec| Hénbhan |

!TQCU 18 Bli Dinh Tan Ban Gigm Dac Giam Déc
_|Tqcoz0 Nguyen Anh Quén Ban Gidm Dac Phd Gidm Ddc Mam L&p Gia Dinh
|_[TQC014 Ngu'y'én Khac Tigp Chém Séc Khach Hang 03/06/2010 | 03f06/2010
| |TQCo10 Nguy&n V3 Tra My Hanh Chanh Nhén 5y
| [TQC013 LiEng Ngoc Huyén Hanh Chanh Nhan 5u M
_|TqQCoo4 Bli Céing Ly Kinh Doanh
| [Tqcoos 4 Hujrh Thoai Kinh Doanh
_|TQC0os Pham Cng V&n Kinh Doanh
| [Toco12 Badn Thi M7 Harh ¥inh Daarh 01f05/2010 | 15/06/2010
_|TqCoot Tran Thanh Phuang Khoa Hoc K Thugt Trugng BG Phan Phan Mém 10/01/1334 | MNam | 01/01/2007 B Than
| |TQCon2 Nguy&n B4 Duy Khoa Hoc K Thugt Trugng Phong Ky Thugt Mam Lap Gia Binh
| |TqC003 BUi Quang San Khoa Hoc K Thuat Mam B¢ Than
| [Tqcoo7 Ly Phi Phi Khoa Hoc Kif Thudt
_|Tqcaos Nauy&n Hitu Danh Khoa Hoc K Thuat
|_[TQCaog L& Qudc vl Khoa Hoc K Thuat
| [Taco Luru Nam Nhén ¥hoa Hae K7 Thudt 12/04/2010 | 10/05/2010
| [TQC0is Tran Thanh Thai {& Toan

Thuc hién:

v Chon béo céo can xir 1y:

co6 nhiéu tuy chon cho vi¢e trich loc nhan vién.

—

\iSE
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Chon Bigu Kién ¥ust Ra Excel

Danh sach nhan vién tdng h
Danh sdch nhén vién nghi viéc
Mhan vién cd ngay sinh trang thang =
Mhan vién o 35 tudi

Mhan vién vao lam viéc

Danh sach nhan vién cd gidi tinh o
Danh sach nhan vién cd tinh trang hén nhan

Danrh sach nhan vién ca chirc vu M

v' Chon trang thai nhin vién: c6 thé chon trich loc nhan vién theo trang thai.

Thir viéc Chinh Thirc Mghi Khéng Lurong
Thii Viéc Khing Chiam Céng

v Dit liéu can loc: tiy thudc vao diéu kién chon xuat raexcel ma sé€ ¢6 cac dir liéu loc tuong ng.

Chon Digu Kién ¥uat Ra Excel DiF Ligu Can Loc
hihan vién b d6 tudi | Tir e E
Thir Vigc Chinh Thrc Mghi Khong Lutang
Thai Vigc Khing Cham Céng

Chon Bigu Kién ¥uat Ra Excel DiF Ligu Can Loc
| Nhan vién cd ngay si : M Thang |10 %
Thir Viéc Chinh Thre Mghi Khéng Lurang
Thii Viéc Khiéng Chém Cang

Chon Bigu Kién Xudt Ra Excel Dir Ligu C&n Loc

[@ sem DF Ligu

v' Xir ly: sau khi da chon céac diéu kién loc theo y mudn thi nhin vao nat l dé

phan'mém xir 1y va hién thi két qua.

I Ao , NudtRa Excel |=| .2 , A in re
Xuat bao cao: nhan vao nut I A ﬂ dé xuat danh sach nhan vién ra excel vdi cac trich loc

I % ¥uat Ra Excel Ij
Bao Cao Day Bl [
~ . X , ~ 2 Z v Bdo Cao Rut Gon
da chon. Khi xuat ra cho phép chon mau excel dé xuat ra .
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Chuong 9: Chim Cong

1.

Xir Ly Chim Céong
Vao Cham Cong = Xir Ly Cham Cong
Chuc nang: Phan xir Iy chim cong s& duoc thuc hién cudi ciing va thudng xuyén sau khi ching ta

thiét 1ap cac thong tin nhu: dinh nghia ca lam viéc, khai bao céc loai phép, ngay 18 tét, xac dinh ca
1am viéc cho nhan vién, st dung cac thao tac quét thé, van tay dé lam di liéu chdm cong. ..

HEThSng ThEtBi DanhMuc MNh&nSu Ch&mCéng CéngCu TroGiop  [Jd Thoat

0 E B =E aim S| @ =%
T Cham Céng
|—| B&ng Céng | Bang Céng Ngay |
o [|@ans [12 2 nmam 2010 = [ ®Bchéncins [] chenmiubiecio [ng dhimcing g e [
= P -
Slom oo/ [»] &0 [3y10/2010 [a] y I [ I [ ] - -
S || @ & LIENG PHUONG . . . | 7¢ |capem
2 £8 Ban Gidm Béc M3 Mhan Vién Ho va Tén Ngay Ther ! 2 ME | e cang [TENG | Ca Moy | o Mgay | hE | L
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Thuc hién: Phan xir Iy chidm cong mic dinh c6 2 tab: bang cong va bang cong ngay. Bang cong cho
phép xtr 1y, théng ké chdm cong trong mot thoi diém tuy chon. Bang cong ngay cho phép xir 1y,
thdng ké cham cong trong mot ngdy, mic dinh 14 trude hién tai. Cac budc thuc hién thao tic chim

cong:

v Chon khoang thoi gian:

—
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® Thang (12 =] memo 2010 o

Ot |01/10/2010 M P&n  |31/10/2010 M

- Chon theo thang: check vao nut chon thang, sau d6 xac dinh thang va nim can xir Iy hoic
xuét bao cdo chim cong.

- Chon theo ngay: check vao tir ngdy — dén ngay trudc khi can xtr Iy hodc bao cio cham cong.

v' Chon d6i twong xu 1y: Dbi twong can xir Iy dugc phan dinh theo 3 cap: toan bd cong ty, mot
phong ban hodc mot nhan vién trong phong ban. Néu ching ta chon vdo cdp nao thi s& thyc hién
thao tac chim cong hodc xuit ra bao céo cho sd lwong nhan vién theo cap do.

SRSl | TEMNG PHUONG

S8 Ban Giam Déc
S8 Chim Sdc Khach Hang
S8 Hanh Chanh Mhén Suwr
S8 KETodn
=58 Khoa Hoc KT Thudt
8 TQCO01 - Tran Thanh Phuong
8 TQC002 - NguyEn BA Duy
8, TQC003 - B Quang Son
8 TQCO07 - Ly Phi PhG
& TQC008 - NguyEn Hifu Danh
8 TQC009 - L& Quac vil
S8 Kinh Doanh

v’ Xr Iy cham cong: sau khi chon khoang thdi gian va d6i twong xir 1y, nhan vao nut
I ﬂg Cham ':Ell'lg E Chgn mgu
Chi luu dif ligu méi
| w Luu d& dirligu 83 cd

Luru gé dir ligu da Ehll‘lh aira tay
— e e dé chdm cong. Khi chdm cong ching ta co thé xir Iy mai, hodc xir

ly lai nhitng dit liéu chdm coéng dd co do hiéu chinh tir cac cai dit khac (nhap thém ngay nghi,
ngay 18 ...) hoic do hiéu chinh bang tay. Cac dit liéu sau khi chim céng déu duoc luu trit lai dé
phuc vu cho trich loc, bao cdo vé sau ma khong phai mat thoi gian dé xir Iy lai. Co 3 tuy chon
trude khi xu ly:
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- Chi luu dir liéu méi: tuy chon nay chi luu nhiing dir liéu moi trong khoang thoi gian da chon,
nhitng dit lidu da luu trit sin thi sé duge bo qua.

- Luu d¢ dir liéu d3 co: day 1a tuy chon mic dinh, véi tuy chon nay phin mém s& xt Iy cac dir
liéu méi va céac dir liéu da c6 san trong khoang thoi gian di chon. Tuy nhién cac dit liéu do
hiéu chinh bang tay truc tiép trén phian mém s& khong thay doi.

- Luu d¢ dit liéu da chinh sira tay: véi tuy chon nay phan mém xir Iy lai mdi toan bo chim
cong theo khoang thoi gian da chon, khong phan biét dit liéu di c¢6 san hay da hiéu chinh
bang tay.

v Xuét bao cdo bio cham cong: Phan mém hd tro xuat bao cdo cham cong ra excel dya trén nhiing
dir lidu da luu trir cham cong da duoc xir Iy va luu trit. Dé xuat ra file excel thi ching ta ciing
chon khoang thoi gian va dbi tugng can xuat nhu chdm cong. Trude khi xudt ching ta can xac
dinh mau bao co nao.

Chon mau bo cdo ]

Bang cham cfing tdng hg
Bang cham cong chi tiét
Bang cham céng thang

T

’ % XUt Ra Excel

Chon mau bao cao xong, nhan vao nut ] dé tién hanh xuit ra file excel. File
excel dugc tao moi, chung ta co thé luu trir hodc huy bo (vi co thé xudt tur phén mém bét ky luc

nao), chinh stra, thiét 1ap cong thirc ... trén file excel.

v Céc chirc nang khac:

NN, )T:' D Tirn ~ ~ n  n \ Je , o £ A
- Do tim: nhdp ma nhan vién va nhan nut do tim, néu nhan
vién ton tai trén hé thong thi s& chuyén dén ngay vi tri nhan vién d6 trén khung hién thi danh
séch.
, @ Refresh n n . \ n , ~ A \ ‘s \ TR T Je
- Nat : cap nhat lai toan bd danh sich nhan vién cung véi toan b dir li€u cham

cong tuong ung trong khoang thoi gian méc dinh chon theo thang hién tai.

- Diéu chinh dit liéu chim cong (diéu chinh thi cong bang tay): trong thuc té, ngoai nhiing
quy tac chdm cong da thiét 1ap trén phan mém, do6i khi can phai thay doi dir liéu nhan vién
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cho phut hop. Vi du, néu nhan vién 1am ting dén 22h dém, nhung tai thoi diém dé cup dién,
cac thiét bi chAm cong khong hoat dong. Pé xtr Iy tinh hudng nay nguoi st dung chuong
trinh ¢ thé thém mot dit kién gid vé cho nhan vién. Nhung ciing c6 thé chdm cong tryc tiép
khung hién thi dit liéu, thao tac nay goi 1a chdm cong thu cong bang tay. Khi dé, dir liéu nao
dugc diéu chinh bang tay thi s& hién thi mau d6 trén khung dit liéu.

TGC001 Trén Tharh Phuting N0 S 07% 39 HC.I 5200 0 0 0000

- Xem thong tin dit liéu d3 duoc hiéu chinh thu cong: néu mot hé thong cé nhiu nguoi st
dung, viéc phan quyén va cho phép diéu chinh dit liéu phai tuan tha nghiém ngat. Do d6 céc
thong tin diéu chinh chAm cong déu duoc ghi lai dé ddi chiéu, cac thong tin dugc ghi lai sau
nhitng lan diéu chinh bao gdm: thay d6i tir gi4 tri nao vé gia trinao ctia mot truong dir licu,
ngay gio thay doi, user thay d6i. Dé xem thong tin nay, ching ta chon dén dong dit liéu da
hi¢u chinh (dong dit li€u c6 chira cac gid tri mau do), double click vao do. Khi d6 man hinh
Thong Tin Diéu Chinh Chdm Cong hién 1én:

Thong Tin Biéu Chinh Cham Cong

User Bigu Chinh | Mgay Gid | Loai Chuyén Tir Gid Tri B¥én Gia Tri [ e
L Mo User 29/10/2010 14:18:29 HC 1] 3
| |Mo User 29/10/2010 14:18:31 CongHC ] 1
| |MNo User 29/10/2010 14:18:39 aTri 1] 3
| [Mo User 29/10/2010 14:18:40 Ca3 0 2
| [Mo User 29/10/2010 14:19:29 Inl 07:56
| |Ma User 29/10/2010 14:19:50 oT1 3 5
| |Mo User 29/10/2010 14:20:04 Qut2 23:5%9
[ael

2. Dinh Nghia Ca Lam Viéc
Vao Cham Coéng = Pinh Nghia Ca Lam Viéc
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Chtrc ning: Viéc dinh nghia ca lam viéc rat quan trong trong hé théng chdm cong, ca lam viéc qui
dinh gio 1am viéc ctia nhan vién, cach thirc chim cong, quy tic tinh ting ca, lam tron cac théng sb
cham cong... Vi viy ngudi sir dung can hiéu phai hiéu rd cach thirc dinh nghia ca 1am viéc, ca lam
viéc phu hop véi dbi twong 1am viée ndo.

Trong hé théng chim cong, viéc chdm cong hiang ngdy cua nhin vién déu dya vao ca lam viéc.
Trong mdt ngay nhan vién s€ lam mot ca lam viéc, ca lam viéc c6 thé khac nhau trong timg ngay, vi
du nhén vién vian phong c6 thé chi lam mot ca hanh chanh duy nhat trong tudn, nhungnhan vién san
xudt c6 thé hom nay 1am Ca 1, nhung hém sau lam Ca 2, r6i Ca 3. Du vé6i hinh thrc 1am viéc nhu
thé ndo thi cudi cing nhan vién van 1am viéc theo mot ca nao dé trong ngay. Tir d6 ching ta dinh
nghia ca lam viéc va 1ap lich cho nhén vién s€ lam viéc theo ca nao trong ngay cua thang.

Thyc hién: ¥ nghia céc thong tin va cht y khi khai bao mot ca lam viée:

x *M3ca HC x. T R, . e 1A Lo . ,
v Mica: moi ca déu c6 mot ma khdéng trung vai bat ky ca nao khac.
. TénCa |Hanh Chanh o £ , C 4. ) ~ % 4
v' Tén ca: dattén ca theo cac qui dinh cua cong ty sao cho dé dang
nhan ra ca lam viéc bat dau tir gid ndo dén gio ndo. Tén ca dit cho d& nhé va khac biét véi nhau.

. LoaiCa  |Mgay Mghi w
v" Loai ca: ]

phan biét tinh chit cac loai ca v&i nhau nhu: ca lam viée

hanh chanh, ca la ngay nghi, ca lam dém ... Vi du nhu néu ta dit ca la ngay nghi thi néu nhan

vién khong di 1am trong ngay nghi thi cling xem 13 hop 1¢ va khong chdm 1a khong phép.

v’ Don vi cong; = 3Ejadictng 1y o gio 1am viéc hanh chanh trong ngay (khong tinh
cac khoang ting ca) duoc qui d6i ra cong. Thong thuong mot cong 1a 8 gio, tuy nhién van co 12
gid/cong tily nhu cau thuc té cua timg cong ty.

v' Gidihan chim cong: mdi ca 1am viée déu c6 giod 1am viée chinh thic va cac khoang ting ca.
Nhan vién c6 thé vao sém hon gid 1am chinh thirc va ra tré hon gid 1am viéc chinh thirc, nhan
khong thé di vugt qua cac gidi han vé gio lam viée. Vi du: qui dinh nhéan vién khong di vao qua
som trude gio 1am viée (trir nhimg yéu cau dic biét), hodc ting ca qua thodi gian qui dinh (trir
nhitng yéu cau dic biét) hoic cac trudng hop lam viéc hon 24 gid (nhiéu ngay) thi ciing can co
giéi han chdm cong dé khong nham 1an, chong chéo gitta cac ca khac. Vi vay mdi ca déu phai
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bét budc co gidi han chdm cong, gidi han nay 1a khoang thoi gian lién tuc rong hon gior lam viée
chinh thtc (bao gém ca tang ca).

Gidi han cham cdng
Bitdsu |06:30:00 o
Két thilc sau d6 242 gig
v Qui tac vé quét thé/van tay: c6 nhiéu hinh thirc cham cong dwa trén cac lan quét thé/van tay, tiy
thudc vao muc dich quan ly ra vao va cham cong s€ chon mot trong cac hinh thirc sau:

- Vao dau — Ra cudi: trong mdt ngay co6 theé quét thé/van tay nhi€u lan nhung phan mém s¢€ lay
lan dau tién va lan cudi cung dé cham cong.

- Mai lan Vao — Ra: hay cham cong theo ciip, mdi lan vao va ra s& tao thanh mot cip, trong
ngay nhan vién quét thanh nhi€u cdp vao ra va tong so gio lam vi¢c s€ l1a tong so thoi gian
cua cac cap do.

- 1 lan/thoi gian lam viée: trong toan bd thoi gian lam vi¢e trong ngay chi can quét mot lan 1a
s€ dugc tinh cong.

- Khong can quét thé/van tay: khi chon hinh thirc nay nhan vién khong can thyc hién cac thao
tac quét thé/van tay nhung van duge chdm cong.

- Ca nghi - khong chdm cong: khi chon ca nghi thi nhan vién s& khong cham cong & ca nay.

v' Lam tron: phan mém cho phép diéu chinh cac thong s6 lam tron khi chdm coéng nhu gio hanh
chanh, céac loai tang ca. Thong s 1am tron & ddy c6 thé duoc thiét 1ap nhung viéc c¢6 ap dung
hay khong sé do “Lam tron theo giéi han” quyét dinh 14 1am tron theo hinh thirc nao hodc
khong 4p dung.
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Lam Tran (tnh theo phit)

Hanh Chanh 30 (4 phit. G.Han 15
Téng Ca 30 % phiit, G.Han 15 %
MNgdy Mghi 30 /& phit. G.Han 152
Ca DEm 30 /& phit. G.Han 152
Thai S&n 30 /& phit. G.Han 15
TCNgay Nghi| 30 & phit. G.Han 15
Ca DEM NN 30 2|phiit. G.Han 152

v Lam tron theo gidi han: phan nay s& quyét dinh lam tron cac gid cham céng theo hinh thirc nao.
Lam tron theo Gidi Han

(%) Khiing l&m tron
) Tur d8ng (p dung Gidi Han)
{)Lam trén |En

) Lam tran xudng

- Khong 1am tron: chon vao muyc ndy néu khong 1am tron cac gio cham cong, van giir nguyén
g10 cham cong thuec.

- Ty dong (4p dung muc giGi han): néu chon myc nay phan mém sé& ty dong lam tron theo cac
muc gidi han da néu ¢ trén. Vi dy, chon lam tron tdng ca 30 phut va gidi han lam tron 1a 15
phiit, c6 nghia 13 s6 gio tang ca néu chia cho 30 van con 1¢ thi s6 1é nay s& dugc so sanh véi
15 (giéi han). Néu s 1¢ 16n hon 15 thi phan 1é nay dugc lam tron thanh 30 phit, con néu sb
1¢ nho hon 15 thi phan 1¢ dugc 1am tron vé 0.

- Lam tron 18n: khi nhan vién chim cong c6 két qua 1a s 1& thi s& 4p dung qui tic lam tron
xudng néu chon vao muc nay. Mirc xét lam tron ting ca duoc thiét 1ap ¢ phan “Lam tron” va
khong xét giéi han. Vi du nhan vién lam ting ca dugc 42 phut, va chuan xét 1am tron 1 30
thi s6 1& con lai 1a 12 phuat, 12 phat nay nho chuan 30 phut nhung do duoc 1am tron 1én nén
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phan mém s& iy 12 phut nay va chuyén no thanh 30 phat. K&t qua nhan vién lam ting ca 42
phut s& 1am tron vé 60 phut.

- Lam tron xubng: khi nhan vién chim coéng c6 két qua 1a sé 1¢ thi s& ap dung qui tic lam tron
xudng néu chon vao muc nay. Mirc xét lam tron ting ca duoc thiét 1ap ¢ phan “Lam tron” va
khong xét giéi han. Vi du nhan vién lam ting ca dugc 42 phut, va chuan xét 1am tron 1a 30
thi s6 1¢ con lai 12 12 phat, 12 phat nay nhé chuan 30 phat nén phan mém s& bo qua 12 phut
nay. Két qua nhan vién lam ting ca 42 phut s& lam tron vé 30 phut.

v' Gio lam viéc trong ca: qui dinh cac khoang gid nao dugc tinh'1a gio hanh chanh, ting ca, ca
dém, ting ca ngay nghi ..., gid bat dau 1am viéc, quan 1y vao tré, ra som.

- Loai cong dugc huong: phan biét khoang thoi gian'nao nhan vién duoc chdm cong 1a gio
hanh chanh, ting ca, dém, ngay nghi ... Mdi loai cong duge huong khac nhau khi xu 1y
cham cong sé tach ra riéng timg cot (trong cac bio céo excel cling vay), gitip phan biét rd cac
gi4 tri gio' dd lam viéc trong ngdy va tiy bién cong thirc néu can thiét.

Loai cfng dutgc hutdng

C Hanh Chanh
HC (Hanh Chanh)
OT1 (T.Ca Thurdng)
oT2 {Ngéy Maghi)

o3 LE-Ten

Cal [Ca DEm)

TS {Thai San)

TCOT2  (T.CaNaay Nahi)  od

- Gio bat dau: bit dau 4p dung mot loai cong (nhu hanh chanh, ting ca ...) tir lac may gio.

- Hom sau: chon muc nay néu gio bat dau 4p dung ndm & ngay hom sau so voi ngay hién tai

cham cong.

- Két thiic sau d6 (gio): mdi loai cong phai xac dinh gio bat dau ap dung va két thac sau do
bao nhiéu gid vi trong mot ngay nhéan vién lam viéc c6 thé cham nhiéu loai cong khac nhau.

- SO phut tbi thiéu: ma nhan vién phai 1am dé ghi nhan thoi gian lam viéc cho mot loai cong.
Vi du sau gio 1am viéc chinh thirc nhan vién quét thé/van tay ra vé va du vai phit thi nhiing
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phut du ndy chua duoc tinh 13 ting ca, nhan vién phai lam duoc mét thoi gian nhit dinh méi
cham ting ca.

- Vao tré: trong mdi loai céng c6 quan 1y vao tré hay khong, néu co thi chon va xac dinh sb
phut cho tré 1a bao nhiéu. Thuong thi 4p dung cho gid hanh chanh, vi du cho phép nhan vién
vao tré 5 phut thi trong cac ngdy chidm cong nhan vién ¢ vao tré 5 phut thi van dugc tinh
day du cong.

- Ra sém: trong mdi loai céng cé quan 1y ra sém hay khong, néu cé thi'chon va xac dinh s6
phut ra sém la bao nhiéu. Thudng thi 4p dung cho gid hanh chanh, vi du cho phép nhan vién
ra s6m 5 phut thi trong cic ngay cham céng nhan vién co ra som 5 phit thi van duoc tinh di
cong

3. Lich Tuin
Vao Chdm Cong = Lich Tuin

Chtrc nang: Lich tuan x4c dinh cic ngay trong tuan nhan vién s& lam viéc theo cic ca nao trong
tuan. Chiing ta c6 thé dinh nghia nhiéu lich tuan khac nhau, twong ing véi cac ca trong tuan khac
nhau. Lich tudn duoc ap dung cho cac nhan vién trong mat tuan nhét dinh, néu céc tuan co lich 1am
viéc khac nhau thi chiing ta s& dinh nghia nhiéu lich tuan. Sau cing xac dinh cac tuan trong thang
nhan vién s& lam theo lich tudn nao. Khi 4p dung lich tuan trong mot khoang thoi gian nao d6 thi
c4c tuan trong khoang thoi gian d6 déu co lich gidng nhau.

Lich Lam Viéc Theo Tusn

W Joo« o I > ] » | om ] ¢ = |

*ME | Tén Lich | Thir Hai | Thir Ba | Thir Twr | Thirngm Thir S3u | Thireay | Chii Nhat |
[bLT Lich Tu#n Hanh Chéanh Hanh Chénh Harh Chénh Hanh Chanh Bufi Sang Mgay MNghi
Budi Chigu
Budi Séng
Cal
Caz
Ca 3
MNgay Nghi

Thuc hién: cac budc khai bao

v' Ma lich: khong tring nhau giita cdc ma. Ma lich ding dé phan biét khi c6 nhiéu lich tuan véi
nhau.
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v' Tén lich: dat tén lich twong Ung sao cho dé nhan biét su khac nhau gilra cac lich tun.

v' Chon ca cho cic ngay trong tudn: lan luot chon ca cho tirng ngdy trong tuan tir thir 2 dén chu
nhat. Néu ngay dé trong tuan khong 1am viéc thi c6 thé khéng chon va duge xem nhu 1 ngay
nghi trong tuan. Céc ca lya chon cho ngay phai dugc dinh nghia trudc.

4. Lich Thang
Vao Chim Cong = Lich Thang

Chtrc nang: lich lam vi¢c theo thang la xac dinh toan bd ca trong thang do6 ctiia nhan vién. Thong
thuong ching ta chon ngay dau tién ciia thang dé ap dung lich thang, tuy nhién néu chon mot thoi
diém bat ky ngay nao trong thang van dugc. Hinh thic sap xép lich theo thang cudi cing van dua
vé xé4c dinh 14 nhan vién lam ca nio trong thang d6./Co 2 hinh thirc sap lich trong thang: sip lich
dua theo thir ty tuan trong thang va sap lich dwa theo ngay trong thang.

v' Theo thir ty Ngay trong thang: trong thang chung ta xac dinh ca lam viéc ap dung cho tat ca cac
ngay. Néu nhitng ngay nao lam ca dic biét thi thiét 1ap cac truong hop ngoai 16. Hinh thirc 1ap
lich theo ngay thudng ap dung cho cac nhan vién co ca lam viéc c6 dinh khong thay doi trong

thang.
Lich l&m wvigc thea thang
W | o« I« ] > | » | ow | + | - | =
* M3 | Té&n Lich Thang | ~ Cach Sap Lich Trong Thang
BILTH Lich Théang Theo Mgy
L LTT Lich Thang Thea Tusin () Theo thi' by’ Tudn trong thang (#) Theo thir' tu' Ngay trong thang

SAp lich then thir b Tudn trong théng (buEn cd hon 4 ngéy thudic v& thang)

Tudn 1 [v] Tudn 4 [v]
Tudn 2 [v] Tudn & [v]
Tuén 3 [v] Tudn & [v]

SAp lich then thir b Moay brong Ehéng

Cac ca lam vigc mac dinh trong cac ngdy cla thang Hanh Chanh [v]

Cac ngay ngoai |& trong thang {ca lam viéc khac wdi cac ngay mac dinh)

Chon Ngay trong tudn Thit' tu' tudn trong thing Ca lam viéc

Trutng hop 1 | Thir Béy [s]  [Tusn cui ciing trang thang [ | [+]
¢ Omenars ] ] ]

[muenatop vl vl vl

Trudng hop 4 | Chit Mhat [s] |Tusin cudi ciing trang thang [+ | [Ny Nghi [+]

{niéu chon cac trudng hop tring nhau thi wu tién the hign cac trudmg hop xEp trudc)
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v' Theo thir ty Tuan trong thang: day ciing 13 mot hinh thirc 1ap lich cho cac nhan vién cé cac ca
1am viéc ¢b dinh trong thang, chi tiét hon 1a cac ca d6 khong thay ddi trong timg tuan cta thang.
Trong thang tdi da co thé co 6 tuan, vi vay ching ta can thiét 1ap ca trén timg tuan, mdi ngay
trong tudn ng voi mot ca lam viéc. Tuan trong thang dinh hiéu 1a tuan d6 co 4 ngay thudc vé
thang do.

Lich 1am wigc theo thang
w | o« o« ] » I » J w» | + | - | =
| *ma | Tén Lich Thang ”:] Cach 5ap Lich Trong Thang
LTN Lich Thang Theo Moy
3 Lich Thang Thea Tusn (¥) Theo thir' tu Tudn trong thang () Theo thir tu' Ngay trong thang
S3p lich theo thi by Tudn krong thang (tudn cd han 4 ngay thudc +& thang)
Tudn 1 |Lich Tudn ] TuEn 4|Lich Tuan 1 [v]
Tudn 2 Lich Tudn || TuEns|Lich Tuan 1 ||
Tuén 3 Lich Tusn || Tun&|Lich Tuan 1 ™
SAp lich then thit b Mgéy trong théng
Cac ca lam vigc mac dinh trong cac ngay cla thang M
Cac ngdy ngoai & trong thang {ca lam vigc khac vdi cac ngéy mac dinh)
Chon Ngay trong tudn Thit' ty' tudn trong thang Ca lam vigc
[E] Trudng hap 1 M M M
[ Eene: B B ]
Emin oy ] ] 8
Eminsop B B B
{néu chon cac krodng hop triong nhau thi vu tén thuic hign cac brudng hop xEp krodc)

Thuc hién: cac budc khai bao

Pau tién dinh nghia Ma Lich (khong duoc tring nhau) va dit tén lich. Tiép tuc 13 chon
Cach Sap Lich Trong Théng " chon mot trong hai kiéu 1am 1ap lich:

v ©TheothirtuNgay trong théng . 4 1, chon theo kiéu lap lich nay thi can khai bao cac thong tin chi

X SAp lich theo thdr b Mgdy brong than
tiet trong o f A A
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.|
Sap lich theo by b Mgédy trong Ehang
CAc ca lam wigc mac dinhb brong cac ngéy cla thang Hanh Chanh [v]

CAac ngdy ngoai l& trong thang (ca lam vigéc khac wai cac ngay mac dinh)

Chon MNgay trong tudn That tu tudn trong thang Ca lam wiéc

Trrding hap 1 | Thir Bay |~ | | TuSn cufi cing trong thang | | |Budi Sang [+
CJtnahon 2 [~ ] [~
CJTrseng hop 3 [v] v v
Trrding hap 4 | Chil Mhat |~ | | TuSn cuficing trong thang [~ | |Nady Nk [+

(néu chon cac trodang hop trdng nhau Ehi v Eién b higén cac trodang hop x&p brurdic)

_ Trong CAc ca lam vigc mac dinh trong cac ngdy cla thang , ta s& Ch()l’l mét ca dé ép dl_mg cho tit ca cac

ngay trong thang d6 bang cach chon mét trong nhitg ca da dinh nghia sin, vi du chon céc ca

mdc dinh trong thang la Aanh Chanh ] :

- Céc truong hop ngoai 18: trong thue té trong mot thang cé thé cd cac ca 1am viéc ngoai 18
khac véi ngay thuong hoic cac ngay nghi. Vi vay ching ta thiét 1ap cac trudng hop ngoai 1&
trong thang bang cach chon vao cac truong hop (co tat ca 4 ngoai 18). Trong mdi trudng hop

. N » 1. \ A hir B4 A \
thi chon ngay 4p dung trong tuan la ngay thir may ThrBay M (chon mot trong 7 ngay
trong tudn). Tiép tuc chon Ll el s , tudn trong thang c6 7 loai

uan cudi cing krong thang [V]

Mame

Tudn d5u tién trong thang
Tudn thir 2z trong thang
Tuan thir 3 trong thang
Tudn thr 4 trong thang
Tudn thir 5 trong thang

‘Tu&n cudi ciing trang thang

T4t ca cac tudn trong thang

va chiing ta chon 1 trong 7 loai nay tuong tng v6i muc dich thiét 1ap
ngoai 18. Cubi cung 1a chon ca ap dung cho truong hop ngoai 1& nay, vi du
Mgdy Mghi [v]
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. __________________________________________________________________________________________________________________________________________|
- Mot diém can luu ¥ 14 trong cac truong hop ngoai 18 nay co thé chiing ta thiét 1ap trung véi

nhau gitra cc ngoai 1. Vi vay khi xay ra tring nhau giita cac ngoai 1¢ thi phdn mém s& wu

tién cho cac ngoai 1€ da thiét lap trudc,

(méu chon cac kroang hop tring nhau thi wu tién thc hign cac trudng hop $8p trudc)

v ©TheothiftuTudntrongthang . ;i chon kiéu 1ap lich ndy ta cin khai bdo cdc théng tin chi tiét
trong 53p lich theo thif b Tudn trong théng (tudn o hon 4 ngdy thudc +& thang) ) Tuén tI’Ol’lg mét théng duc_rc dil’lh
nghia 1 tuan ¢ 4 ngay thudc vé thang d6. Trong mot thang co thé c6 toi da 6 tudn, vi vy ta can
thiét 1ap lich cho timg tudn (tir tudn 1 dén tuan 6). Lich tuan ¢ day phai duoc dinh nghia trudc
trong phan “Lich Tuin”, nghia 13 xac cac ca 1am viéc trong tudn d6. Can chon day du lich tuin
cho tit ca cac tuan.

S3p lich Eheo b B Tudin brong Ehang Ceudn ca hon 4 ngay EhuaSc «& Ehang)
Tuidn 4 |Lich Tudn 1
Tuidn S |Lich Tu3dn 1

Tuidn & |Lichh TudSn 1

TuuEn 1 |Lich Tudn
TuEn 2 |Lich Tuan

Tiudn 3 | Lich Tudn

RJR ]
B[R]

5. CaTu Dong
Vao Cham Céng = Ca Tu Pong
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Ca Ty Bing
S I T T . —
Iy [ TiEt M& Nhém Phan Eigk Theo Thigt Bi
TDCH (%) Thigt bj Y&o/Ra - HG Trg Ca trong nody, Ca cach ngay
Tén Mham
Tur Béing Céch Mady () khéing phén bigt vao/Ra - Chi hd trg Ca trong nody
Chon  Tir (gii) Bén {gid) Noay trong Tudn Gan vao Ca
Mo, |os:00:00 (2 15:00:00 (%) Camicdnhchocituin s Cat M
Floz, [1:00:00 (2 [23:00:00 2] |Camdrdrhchocdtuin s [Ca2 M
Moz |zuomon (2 |07om00 5] Camdcdnhchecdtuin  [v| a3 v
04, (070000 (2] 180000 &) |chinkdt [ Mgy gt vl
4 05, 07:00:00 (2] 13:00:00 2] |Camicdnhchocituin  [+] Hanh Chérh M
Clos. = = ] v]
Cor. = = lv] v
m[ = = [iv] v]
| Ow 8 = ) ]
G & | (] [+

{n&u chon cac brudng hop Ering nhau khi wu tén thuc hign cac trodng hop x8p toodc)
(cée trudng hop ngoai &, riéng bigt phai ru tién xép trudc)

Chtrc nang: ca tu dong la can ctr gi¢ vao lam viéc 1an dau cua nhan vién trong ngay dé doan nhan
vién s€ lam vi¢c theo ca nao trong-danh sach céc ca da dinh nghia.

Thuc hién: céc khai bao can luu y

v' M4 nhém, tén nhom: khai-bao ma nhom, tén nhom cho dé nhé, thé hién duoc ¥ nghia khi phan
biét voi cdc nhom khéac. Ma nhoém khong dugce trung nhau.

v/ Phan biét" theo thiét bi: c¢6 hai hinh thac doan ca tu dong. Néu chon

Thigk bi WaoiFa - HE Tro Cat Ay, Ca cach nga VLA A o1 X A 1in AL 1 on Y
DN el {1y S e ey, e ey thi hé thong phai ho trg phan biét thi€t bi vao va thiét

bi ra, va ho tro dugc cdc ca cach ngay (thoi gian lam viéc nam trén 2 ngay). Néu chon
e e e i khong can thiét bi phan biét vao\ra ma chi dya vao
c4c 1an ra\vao ctia nhan vién nhung cach chon nay khong hd trg cic ca cach ngay.
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. __________________________________________________________________________________________________________________________________________|
v' Danh sach cac truong hop can doan ca: c6 tit ca 10 trudng hop dé doan ca. Trong mdi trudng
hop thi cAn quyét dinh 13 trudng hop nay c6 ap dung hay khong , vi du P néu ¢ chon thi

cac thong tin di sau nd méi ¢ hiéu lyc. Cac théng tin khac can thiét lap:

T (o) Ben(aid) . 43y 13 giGi han dé phdn mém xem xét gi Vao c¢6 ndm trong giGi han
nay khong, néu nam trong gi6i han nay thi s& dua ra ca cua ngay d6. Con néu khong nam
trong gi¢i han nay thi s& xét tiép cac trudong hop tiép theo.

- Naay trong Tudn . cic ngay nao trong tudn s& 4p dung trudong hop nay. Ching ta co thé
chon mot gi61 han 4p dung cho mot ca nao do trong ca tuan, nhung néu c6 mot ngay nao do
trong tuan can cham riéng biét thi ddy Ia tinh nang dé ap dung cac truong hop.

Ngay trong Tuin

Thir B3y
Zhi) MRk
—a mac dinh cho ca kuan

- GanvaoCa : doi v&i gigi han gid vao néu trén thi chiing ta s& gan vao ca nao trong danh
sach ca da dinh nghia. Khi d6 néu gi¢ vao nam trong gidi han nay thi s€ gan vao ca da chon.

- Néu céac trudng hep trung nhau vé gidi han thi phin mém s& uu tién thyc hién cac truong
hop duoc xép trude theo tht ty. Do do, cac truong hop ngoai 1€, riéng biét phai wu tién xép
trude, han ché cac gidi han bi tring hodc gan gidng nhau.

6. Phan Nhém — Phan Ca Chim Céng
Vao Cham,Oong™> Quéan Ly Phan Nhom — Phan Ca Chidm Cong =» Phan Nhém — Phan Ca Cham
Cong

Chtrc nang:
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v/ Phan nhém chdm céng nhim xac dinh cach thirc lam viéc theo phuong thirc nao (lich tuan, lich
thang, lich tuan xoay vong, tu dong theo gid vio), phuong thirc niy s& dugc ap dung cho mot
dbi twgng danh sach nhan vién va ap dung tir mot thoi diém nao d6. Diéu nay twong tu nhu khi
ching ta chon trong Chi Tiét Nhan Vién = Gio Lam Viéc, nhung day chi 1a hinh thirc chon cho
mot nhan vién. Bang cach sir dung phan nhom chdm cong ching ta c¢6 thé ap 'dung cho mot sb
luong danh sach nhan vién chon trude co cting mot kiéu 1am viéc, cung thoi diém ap dung.

Mham Cham Cdng

* Ngay B4t PAu | 03/01/2011 [v] LogiLich | Tu B6ng Xoay wong Lich Tusn [v]
Lam theo Lich Tudn xoay wong (chuyEn ca moi busn)

S0 budn xoay wong |2 E:% kudn

Tudn 1 |Lich Tudn 1 [v] Tudn 2 |Lich Tudn 2 [v] Tudn 3

Tudn 4 Tudn S Tudn &

v' Phan ca cham cong: day 1a hinh thiic phan ca thi cong, lip lich. Chung ta ciing c6 thé phén lich
lam viéc thii cong cho ting nhan vién bang cach vao Chi Tiét Nhan Vién = Lich Lam Viéc va
day ciing 1a hinh thirc phan ca tha céng cho tirng nhan vién. Sir dung phan ca cham cong chung
ta co thé thiét 1ap ca lam vi¢c cho mot sb lugng nhan vién chon trude va cung ca lam viéc trong
mot khoang thoi gian chon trudce.

Phan Ca Thil Cdng

Tir Mgay |01/01/2011 [v] BénMgdy  03(01/2011 [v] ca TENEE [v]

[ ]chép d& lich lam wigc san o

Thuc hién:

—
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6.1 Phan Nhém Chim Céong

Trong “Nhém Chdm Cong” chung ta lan luot thuc hién cac thao tac sau dé phan nhom chdm cong:

v" Chon

Loai Lich
v" Chon

* Ngay Bat BAu [03/01/2011

[ , day 1a thong tin bat budc, khong dugc dé tréng. Ngay bit
dau cho biét thoi diém ap dung nhom chim cong.

]

, loai lich cho biét phuwong thirc 1am

viée theo kiéu nao. Co 4 kiéu lam viéc ma chung ta s€ chon tir danh sach loai lich. Tuong Gng
v6i ting kiéu 1am viéc thi chung ta ciing chon thong tin chi tiét cua tirng kiéu 1am viéc. Cu thé:

Loai Lich  |Lich Tun

[v]

lich tuan di duoc dinh nghia

Lanm thea Lich Tudn

Laai Lich

ich Tudn 2

, lich tuan thi chung ta chon thong tin cta

[~]

Lich Tudn 2

(]

, lich thang thi ching ta chon thong tin

cua lich thang da dugc dinh nghia

Lam theo Lich Thang

—

WiISE

[v]

Lich Thang Thea Mgy
Lich Thang Theo Tudn
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Loai Lich 1 B1dng Theo Gid Yao M

- , lich tu dong theo gid vao thi ching ta
chon thong tin cua lich ty dong theo giod vao da dugc dinh nghia

T ddng do ca lam vigc theo Gid Wao

E— ]

Za T Bang Cach Maay
Ca Tu £dng Trong Mogay

Loai Lich | Tu £dng ¥oay Wang Lich Tudn W ; 2 . ) .
- u , chung ta chon thong tin cua lich tu

dong xoay vong lich tuan

Lam theo Lich Tun xoay wing {chuyEn ca mdi busn)

S buSn xoay vong |2 % kuEn

Tudn 1 |Lich Tuan 1 M Tudn 2 | NEgRIE: w | Tudn 3

Tudn 4 Tudn 5 [Lich Tuan Tudn &

Lich Tudn 3

’ Chon Danh Sach &p Dung ] P =
deé xuat hi¢n giao dién

v Chon danh sach nhan vién ap dung:nhan vao nut
“Chon Danh Sach Nhan Vién”, tr giao di¢n nay chung ta chon danh sach la toan bd cong ty,
mot phong ban, nhiéu nhan vién hodc mot nhan vién.
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Danh S4ch Khan Yién &p Dung

MA& Mhan Vign

TOCO01
TOCO02
TOCO03
TOCO04
TOCO0S
TOCO06
TQCO07
TOCO0G
TQCO09
TOCO10
TOC011
TOC012
TOCO13
TOCO14
TOCO15
TOCO16
TOCO17
TOCO1E
TOC019
TOC020

Ho wa Tén

Tran Thanh Phuiang
Mguyen Ba Duy
Bli Quang Son

Bi Zang Ly

£ Huynh Thoai
Pharn Cdng Yan
Ly Phi Phu
MguyEn Hifu Danb
LE Quidc Wi
MguyEn W& Tra My
Luu Mam Mhan
Bodn Thi My Hanh
Ligng Mgoc Huwén
Mguven Khac Tiép
Trén Thanh Thai
Trén Thi Tric

Tran Thanh Khoa
Hoang Thi &nh £140
Bli £inh Tan
Mguyen Anh Quén

Phing Ban

khioa Hoo kK4 Thust
khoa Hoe K4 Thust
Khoa Hoc k4 Thuat
Kinh Doanh

Kinh Doanh

Kinh Doanh

khioa Hoo k¥ Thust
khioa Hoo k¥ Thust
khioa Hoo kK4 Thust
Harh Chanh MREn S0
Hanh Chanh Mhan S0
Hanh Chanh Mhan S0
Hanh Chanh Mhan Suw
Hanh Chanh Mhan Sw
K& Toan

KE Toan

K& Toan

K& Toan

Ban Giam Bdc

Ban Giam Bac

v Sau khi chon xong déi tuong ap dung, loai lich va thoi diém ap dung, chung ta nhan vao nat

| Gg Thue Hién Phan hihém

6.2 Phan Ca Thua Cong

Trong “Phan Ca Thu Céng”, ching ta 1an luot thuc hién cac thao tac sau dé phan ca

¥

v Khoang thoi gian:

—
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Hanh Chanh
rigdy Mghi

v Chon ca ap dung lam viéc trong khoang thoi gian nay:

v' Chon hoic khéng chon néu lich di ton tai: %= B2l v s |

’ Chon Danh Sach Ap Dung ]

dé xuat hién giao dién
“Chon Danh Sach Nhan Vién”, tr giao dién nay ching ta chon danh sich 1a toan bg cong ty,
mot phong ban, nhiéu nhan vién hodc mot nhan vién.

v' Chon danh sach nhan vién ap dung: nhan vao nat

Dianh S&ch Mhan Yién Ap Dung

M3 Mhan Wién Ho wa Tén Phong Ban

TQCo01 Trén Thanh Phuiang khoa Hoo k¥ Thust
TOCO0Z Mguven B4 Duy khoa Hoc K4 Thudt
TOC003 Bl Quang San khioa Hoo k¥ Thust
ToZ004 Bt Cdng Ly kinh Dioanh

TQCO0S B4 Huynh Thoai Kinh Doanh

TQCO0G Pham Cng Wan Kinh Doanh

TQCOO7 Ly Phi Phl Khoa Hoc K4 Thudt
TOCO0G MguyEn Hifu Danh khoa Hoc K4 Thudt
TQCO09 LE Quidc Wi khoa Hoc k% Thudt
TOCOL0 MguyEn W5 Tra My Hanh Chéanh Mhn S0
TOQCo11 L Marn Mhan Hanh Chanh MhEn S0
TQC01z Bioan Thi MY Hanh Hanh Chanh MhEn S0
TOC013 LiEng Mgoc Huvén Hanh Chanh MhEn S0
TQCO14 Mguyén Khac Tigp Hanh Chanh Mhan Su
TOCO1S Tran Thanh Théi K& Todn

TOCOL6 Tran Thi Tric K& Todn

TOCOL7 Tr&n Thanh kKhoa K& Todn

TQCO1S Hoang Thi &nh £é0 kK& Toan

TQC019 B Binb Tan Ban Giam Bic
TOCOZ0 Mguyen anh Quén Ban Gidm Bic

—
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| g Thyc Hign Phén Ca ]dx " e
¢ phan ca thu

v" Sau khi chon loc cac thong tin, chiing ta nhan vao nat
cong.

7. Nhap Ca Tir File Excel
Vao Chim Cong = Quan Ly Phan Nhém — Phan Ca Cham Cong =» Nhap hiéu Tu File Excel

Chtrc ning: day ciing 1a mot hinh thic phan ca thu cong nhu khong thao tac viéc phan ca trén phan
mém ma sir dung céc file excel chira thong tin vé ca 1am viéc ctia nhan vién c6 sin dé import vao
phan mém. File excel ndy phai thuc hién dung tiéu chuan vé vi tri cae cot, kiéu dir liéu, dinh dang. ..
theo yéu cAu cua phﬁn mém dé théng nhét trong viéc import dit li¢u. Viéc import dir liéu dugc thiét
ké trong 1 thang tinh tir ngay dau thang dén ngay cudi thang.

Hh&p Ca Tir File Excel

% = =
By o tieEce| | GMince | Mg h e stoch

Ma bhdn ign Ho v Tén Phang Ban Théng Nam
1‘2‘3‘4‘5‘6‘?‘8‘9‘10‘11‘12‘13‘
!TQCDD& Pham Cdng Yén Kinh Doanh 5 2010 Cal | a2
:TQCUUS B0 Hujrh Thoai Kinh Doanh 5 M0 Cal Ca Cal Cal Ca? Cad Cal (a2 Cad Cal a2 Cad Cal
| |TRC04 Blii Cang Ly Kinh Doanh 5 000 Cal Qa2 | Cad | HC
Thuc hién:

v Qui dinh vé file excel chira thong tin ca lam viéc ciia nhan vién

MaV | Thang | Nam 1|2 0304|356 |7]8] 9 w0]1|12|1a]14]15|26]17| 18] 19 20| 21| 22| 23| 24| 25 26| 27| 28] 28| 30| 21|
TQ0M 52010 Cal C22 a3 KC
T3 52010 Cal Ca2 Cab Cal Ca2 a3 Cal Ca2 Cad Cal Cal Cai Cal Cal Ca3 Cal Cal Cad Cal Cad € Cal Ca Ca Cal (2 € Cal (2 € Cal
TS L al €2 al cal CA2cAl
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- File excel mau duoc chira trong thu muc: SmartTAS\Sample vé6i tén Import Shift.xls, chiing
ta co thé sir dung file nay dé thém ca lam viéc vao trude.

- Dong dau tién chira cac thong tin cho biét ¥ nghia cac cot, dong nay s& khong import vao
phan mém nhung yéu ciu phai c6 dong thong tin ndy trong file import. Cac cot thong tin bao
gém: mi nhan vién, thang, ndm va cac ngay trong thang.

- Ma nhéan vién: trong file excel phai giong hoan toan vo1 ma nhan vién trong phan mém, phan
biét chir in hoa, chir thuong.

- Ca trong ngdy: twong Ung voi mdi ngay trong thang s& c6 mot ca, va dir liéu ctia ca chinh ma
ca trong phan mém. Vi thé ma ca trong file excel phai hoan toan giong v41 ma ca trong phan
mém.

- Trong file excel khong dugc 4n cot hay an dong. File import dam bao c6 cau tric gidng nhu
file mau.

%& Load Tir File Excel ]

v Load thong tin phan ca tir file excel: chiing ta nhan ta nut ’ va chon duong

din dén file excel.
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Loak ir |@Sample M < N W=k

B 1mport Shifts

iy Recent
Documents

@

Deszktop

ty Documents

&L

Phuong's
Computer

_ ]

Py Metwark.  Files of bype: |E:-:|:el File [*.xlz] M Cancel

File name: Irn ot Shifts

L
i

v Sau khi load tir file excel thi thong tin ca lam viéc dugc hién thi trong giao dién phan mém.
Mubn cap nhat lai cde ca néu di ton tai trong phan mém thi chung ta chon

[chép dé lich lam vige sined.  Kidm tra qua, néu khong c6 vn dé gi cin thay déi thi nhén vao nut

[ % Mhip Ca ]

dé thuc hién viéc nhép ca thu cong.

8. Xem Lich Phan Ca
Vao Chim Céng = Quan Ly Phan Nhém — Phan Ca Chdm Céng =» Xem Lich Phan Ca

—

2 CONG TY CO PHAN GIAI PHAP WISE
' Tel (84-8) 5444 .5813 /54490.735 - Fax (84-8) 54490.736
488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phdé HCM

SOLUTIONS Website: www.wise.com.vn - www.chamcong.com



HUONG DAN SU DUNG SmartTAS 122

. __________________________________________________________________________________________________________________________________________|
Chtrc ning: xem lich phén ca cho phép chung ta kiém tra lai viéc phan ca thii cong cho nhdn vién
trong mot thang va c6 thé trich xuat béo céo ra excel. O giao dién nay ching ta khong chinh sta ca
lam viéc truc tiép.

#em Lich Phan Ca Thi Céng
2 [ES/ =]
Théna |5 oo Mam 2010 e 148 Mhan vién Ho wé Tén Phéng Ban Théng am
[ [E] Chon Danh Sach ] [ 5] o Danh Sach ] L | = | 9 | i | ? ‘ 5 | G
TQC004 Eili Cng Ly Kinh Doanh 5 2010 Cal | ©a2  (Cai  HC
M3 Mhan Wign  Howa Tén - |1oco0s B8 Huynh Thoai Kinh Doanh 5 010 | Cal | (a2 | (a3 | Cal | CaZ a3 | Ca
TQC001 Trén Thanh Phuang :TQCDDE Pharn Cfng Yan Kinh Daanh 5 2010 Cal  Ca?
TQCO0z2 MguyEn Ba Duy | |TQC010 MouyEn ¥a Tra My Hanh Chanh Nhan Su 5 2010 HZ HC HC HC HC HC HC
TQCO3 Bii Quang Son | |Tocos Liéng Mgoc HuyEn Hanh Chénh Nhan Sy 5 2010 | HC | HC | HC | HC | HC  HC | HC
Qo4 i Céng Ly HTacoe K& Todn 5 2010 | HC | HC | HC | HC | HC  HC | HC
TQUOOS Bt Huynh Thoai
TQCO0G Phar Céing Y&n
TQEOO? L§# Phi Phil
TQECO0E MauyEn Hifu Danh
TQCO09 L& Quiic ¥
TQCO010 MguyEn WE Tré My
TQCO11 Lu Mam Mhan
TQCOIZ Boan Thi M Hanh
TQCOLE Ligng Moo Huyén
TQCO14 MauyEn Khic Tigp
TQCOIS Tran Thanh Théi '
TQCO1G Tran Thi Tric
TQCO17 Trsn Thanh khoa
TQCO1& Hoéna Thi Anh Bao
TQCO19 Bli Binh Tan
TQUOz0 Mauyén anh Qun
[N
Thuc hién:
Thang |5 =) mEm 2010 (o)

v Chon khoang thoi gian theo thang va nam: =) =2

, x 2 . n z . , Chon Danh Sach 2 L4 n X .

v" Chon danh sach can ki€ém tra ca lam viéc: nhan vao nat ’ ] dé xuat hién giao dién
“Chon Danh Sach Ap Dung”, trong giao dién nay chung ta chon dbi twong 14 toan bd cong ty,
phong ban, nhiéu nhan vién hoic mot nhan vién.

v" Sau khi xac dinh khoang thoi gian va danh sach can kiém tra ca lam viéc, chiing ta nhan vién

’ % ¥em Lich ]

vao nut . Néu c6 dir liéu hién thi trén man hinh thi xuét ra bao céo bang cach

’ % #udt Ra Excel ]

nhan vao nut

—
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.|
9. Loai Phép
Vao Cham Coéng = Loai Phép

Chtrc nang: nay quan ly cac loai phép/nghi cua nhan vién. Cac loai phép/nghi la nhitng loai theo qui
dinh cua Luat Lao Pong va do cong ty qui dinh thém. Chung ta can khai bao tit ca cac loai
phép/nghi ma cong ty ap dung. Loai phép/nghi c6 lién quan dén chdm cong, tinh lwong, cac bao cdo

ve phép/nghi.
Loai Phep
o oo Joo Lo Lo Jom [ L]
* 13 Loai Phép Loai Phép | Chon Néu Buc Hudng Luang | Chan NEu LS Phép Nim | Ghi chi |

e Bim Cudi O

e Khéng Phép [m] [m]

B Nghi Bérh [m] [m]

e Ngy Lam Cha [m]

B Phép Nam

| [rc Tang Ché O

MW Tai lgn Lao Diéng [m]

_TRR Tai lgn Rli Ro [m] [m]

TS Thai Sén [m] [m]

| |[TH Tap Hudn O

R Viéc Riéng 5] 5]

Thuec hién: khi khai bao cao loai phép/nghi can chu ¥:
v' Ma Loai Phép: mdi loai phép c6 mot ma khong tring 13p v6i nhau.
v" Loai Phép: dat tén cho loai phép.

v' Chon néu duoc huéng luong: néu cac loai phép/nghi nao khi nghi ma van duoc huong luong thi
chon.

v' Chon néu 13 Phép Nam: theo qui dinh trong nim nhan vién s& c6 mot s6 ngay nghi Phép Nam c6
dinh, vi vay phai chon néu 1a phép nim nham hd tro cho bao cdo phép nam.

10. Nghi L& - Tét
Vao Chim Coéng < Nghi L& - Tét

—
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. __________________________________________________________________________________________________________________________________________|
Chuc ning: Ngay nghi L& - Tét 14 nhitng ngay Nha nudc cho phép nghi va ngudi lao dong van dugc
huong luong. Néu ngudi lao dong di 1am trong nhitng ngay nay thi duoc tra lvong véi mot hé sb
cao hon nguoi binh thuong do luét lao dong qui dinh.

Ngay Nghi L& - Tét

wam 2010 Bl W@ | ) » + | - s
chi Tiét

T | Ghi cha [:] STT/M3 * 1 Ghi chi

i 0D Thos Ngay LETEL 010y/2010 ||

B 15/02/2010 | Thir Hai Loai LETE:  Tét Durang Lich v

16/02/2010 ThiBa
17/02/2010  [ThiTuwr
23/04/2010  Thir Sau {0) Ap dung cho nhén vién theo danh séch dudi diy
30/04/2010  Thir Séu
01/05/2010  ThirBay
02/03/2010 | Thir N&m
30/08/2010  Thir Hai

28/08/2010  ThirBay

() Ap dung cho tt c& nhan vién

(=R = RN = CRE R SO P = R

=
L]

ra
=

Thuyec hién: cac cht y khi nhap ngay nghi 18 < tét

v' Ngay L& - Tét: nhdp cac ngay 18 tét theo qui dinh cta nha nudc.

v' Loai L& - Tét: x4c dinh loai L& - Tét duoc nghi.

v DPbi tuong ap dung: mac dinh néu khong chon thi s€ &p dung cho toan bg nhan vién, tuong ung

véi viée chon ("3 Ap dung cho t&t ca nhan vién

() Ap dung cho t5t ca nhan vién

() Ap dung cho nhan vién theo danh sach dudi day

- “Néu = x4c dinh danh sach 4p dung «ciac ngay 1& tét thi chon
© 4p dung cha nhén vien theo danh sach dudi @2y K i @6, chung ta cAn x4c dinh danh sach nhan vién

’ Chon Danh S&ch Ap Dung ]

can 4p dung, nhan vao nut , man hinh chon nhéan vién cho phép

chon danh sach theo nhiéu tiy chon.
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hon Danh Sach Nhan Vién

Chon Theo B& Phan” Chon Theo Mhan Vién ¥ %63 TALCA

]

@®Tatca M3 MY Ha va Tén M C.Céng
) PhangBan Harh Chanh Nhan Sir |
& MY Ho v& Tén M3 C.Céna
TQCO20 Mguy€n Anh Quan 20
TQCO12 Bi Binh Tan 12
TQCO18 Hoang Thj Anh Bao 18
TQCO17 Tran Thanh Khos 17
TQCO16 Tran Thi Tric 16
TQCO15 Tran Thanh Théi 15
TQCO14 Mguyén Khc Tigp 14
TQCO13 Liéng Mgoc Huyén 13
TQCO12 Dodn Thi M7 Hanh 12
TOCO11 Luru Mam Mhén 11
TQCO10 MauyEn V& Tra My 10
TQCO0S L& Quéic vii 2
TQCO03 Mguyén Hifu Danh

TQCOO7? Ly Phi Ph 7
TQCO0s Pham Cong Van 5]
TQCO05 B Huynh Thoai 5
TQCO04 Bi Céng Ly e
TQCOO3 BUi Quang San 3
TQCO02 Mguyén B& Duy 2
TQCOO1 Tran Thanh Phuang 1

l K ok ” W Cancel ]

- Sau khi chon danh sach ta dugc thong tin vé ngay nghi 18 tét d6 nhu sau:
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- Néu khong mudn 4ap dung hay thay d6i danh sach da

|&  x6aDanh séch

11.Bao Cao Vao - Ra

Chi Tiét
STT*| NgaylE-Tét | Thr | Ghichd [A]  grpjmge B Ghi Chii
1 01/01/2010 | Thir Sau .
2| 1302010 ThirBay Ngay LE[TE 15/10/2010 [¥]
| 3 | 15/02/2010 |Thir Had Loai LETEL khac (LE -T&Y) [~
— : i?fg?fi ig TThhj'?'fr () Ap dung cho t&t c& nhan vién
|8 23/04/2010 | Thir S&u (®) Ap duna cho nhén vién theo danh séch dudi day
7 30/04/2010 | Thir Sdu
| s 01/05/2010 | Thir Bay Danh Sich Nhan Vién Ap Dung Ngay L& -Tét
|2t 28/08/2010 Ter Baf"’ Chon Danh Sach Ap Dung I [ %6a Danh Sach ]
19| 30/08/2010  |ThirHai
| g 02/08/2010 | Thir M&m M& Mhan Vién | Ho va Tén | Phéng Ban
I 23 | 15/10/2010  ThoSéu _[Tacoan Nguy&n Arh Quan Ban Gidm Dé:
] ~ | [TQC013 Bui Binh Tan Ban Gigm Boc
| |[TQCO018 Hoang Thi Anh B30 Cham Soc Khach Hang
| [TQCo17 Trén Thanh Khoa Kinh Doanh
| [TQC016 Tran Thi Tric Hanh Chanh Nhan S
| |TQCO15 Tran Thanh Thai K& Toan
| |TQcois MNguyén Khic Tigp Cham Sdc khach Hang
| [TQC013 Ligng Mgoc Huyén Hanh Chanh Mhan S
| |TQCo12 Poan Thi My Hanh Kinh Doanh
| [TQCoi1 L Mam Mhan Khoa Hoc K¥ Thudt
| |[TQCo1a NguyEn V& Tra My Hanh Chanh Mhan Sur
| |TQC0o03 L& Quic Vi Khoa Hoc K¥ Thuat
| [TQCo08 Mguyén Hitu Danh Khoa Hoc K¥ Thuat
| ([TQCa07 Ly Phi Pha Khoa Hoc K¥ Thuat
- | [mqcoos Pham Céng Vn kirh Doanh
| [Tcoos B8 Huynh Thoai Kinh Doanh
=| [ |TQCo04 Bli Céng Ly Kinh Doanh
| [TQC003 BUi Quang Son Khoa Hoc K¥ Thudt
| [TQCoo2 Nguyén Ba Duy Khoa Hoc K¥ Thuat
\MTQC001 Tran Thanh Phuang Khoa Hoc K§ Thuat

] dé xda danh hién tai va chon lai danh sach khac.

Vao Cham Cong <, Béaes€éo Wao — Ra

chon trudéc do, chon nut

Chtrc ning: bao c4o vao=ra cho phép kiém tra qué trinh vao — ra clia nhan vién trong mot thoi gian
bat ky. Nguyén tic: dua vao cac 1an quét van tay/thé, nhiing dit liéu di dugc diéu chinh tir phan

mém:

Thuc hién:

Vi

SE

LUTIONS

CONG TY CO PHAN GIAI PHAP WISE
Tel (84-8) 5444 .5813 /54490.735 - Fax (84-8) 54490.736
488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phdé HCM
Website: www.wise.com.vn - www.chamcong.com



HUONG DAN SU DUNG SmartTAS 127

v Chon khoang thoi gian: mac dinh khi m& chirc nang bao cdo vao ra, phﬁn mém sé tu dong chon
khoang thoi gian 13 tir dau thang dén ngay hién tai, ching ta c6 thé chon lai khoang thoi gian
cho phu hop.

v' Chon dbi tuong: doi tuong xu Iy mac dinh 1a toan bd cong ty, cod thé chon lai d6i tuong 1a toan
cong ty, mot phong ban, nhiéu nhan vién hodc mot nhan vién. Chung ta cé thé sir dung chuc
nang do tim dé tim mot nhan vién nao do.

Thuc Hién |

v Xtr Iy: Sau khi chon xong khoang thoi gian va d6i tugng, nhan vao nut e
dé xu Iy.

v' Két qua: dugc hién thi theo 3 dang:

- DPau - Cudi: trong ngay nhan vién co6 thé quét van tay/thé nhicu lan va bao cdo dau — cuoi chi
lay lan dau va lan cu6i dé hién thi. Nhitng nhan vién nao chi quét mdt lan trong ngay thi s¢
c6 ky hiéu mau do trong bao cao dau cudi.

Béo Cao Ra - Vao
Tir Mgy |01/10/2010 M Dén Naay|14/10/2010 M PR | ChTitDoc | ChiTetgang
MNhdn Vien | Ho vé Tén [ Phang Ban 13n B3y Lan Cudi
o TQC001 Trén Thanh Phuron Khoa Hoc K§f Thuat 02/10f2010 07:53:23 | 02/10/2010 07:56:34
FhéngBan |TétC2 v @ :Tgcnm TrEn Thanh Phuung Khaa Hoc K; Thudt 11/10/2010 08:55:48 | 11/10/2010 15:26:48
DeTin @ MENY O)Ho vaTén | |TQco0t Trén Thanh Phuang Khoa Hoc K§ Thudt 12f10/2010 10:18:21 | 12{10/2010 10:23:17
TQCO01 Trén Thanh Phuong Khoa Hoc K§f Thuat 14/1 07:5423 | 14/10, 7:54:23
p Tim :TQCUUZ Mguyén B Duy Khoa Hoc K§f Thuat 11102010 08:55:51 | 11/10/2010 15:26:54
VENY Hova Tén Phéng Ban | |TQco0z N‘g.uyén B Duy Khoa Hoc K\z Thu?t 12;:10;:20 10 10:18:27 | 12/ 10;:20 10 10:23:22
Al | [TQC003 Eul Qtlang San Khoa Hoc K§ Thudt 11.r.10.r.20 10 11:21:20 11f 10{20 10 14:22:45
. S TQC004 Bui Cng Ly Kinh Doanh 11/10/2010 11:21:22 11/10/2010 14:22:47
O mqcoo:  Trén Tharh Pruong thoa Hoe K Thuat || lreepng 23 Hujnh Thoai €inh Doanh 117102010 11:21:23 | 13/10/2010 14:22:48
CImqconz  Nouyén B4 Duy Khoa Hocki Thudt || ™ lracpgs Pham Céng Van «inh Doznh 11/10/2010 112028 | 13/10/2010 14:22:51
[]70c003 Bl Quang Son Khoa Hoc K Thut | | ™I7ocog7 Ly 2hi PR Ko Hoe K Thugt 11/10/2010 11:21:32 | 11/10/2010 14:22:52
[ ocoo4 B Cangly Kinh Doanh _TQCUUS Mguyén Hiru Danh Khoa Hoc K Thudt 11/10/2010 11:21:34 | 11/10/2010 16:41:10
[ 7ocoos 98 Hujnh Thoai Kinh Doanh ¥|Tqcaos L& Quéic Vi Knhoa Hoc K§ Thust 11/10/2010 11:2:35 | 11/10/2010 16:35:55
[l Tocoos  Pham Céng Vin ¥inh Daarh ]
[l7ocoo7 Ly phiphi ¥hoa Hoc K7 Thust
] TQoo08  NguyEn Hiru Danh Khoa Hoc K7 Thust
O] toooos L& Quicvd Khoa Hoc K Thuat
1010 Nguyén Vé Tra My Hanh Chénh Nhén Su
[] 100013 Ligng Ngoc Huyén Hanh Chénh Nhén Sy ¥
[]Tocois B Binh Tan Ban Gigm Déc
O Tacoz Nouyén Anh Quén Ban Gidm Bt

- Chi tiét doc: hién thi day du tat ca cac 1an quét van tay/ thé ctia nhan vién.
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Bao CéoRa - Vao

g3y - Cugi | ChiTiEEDoc | Chi Tiét Ngan
Tir gy \num,'zmn M DEnNgéy|l4,‘IDf2010 M geng

Ma Nhan Vién Ho va Tén | Phong Ban | Ngay - Gig ‘ Thiét Bi ‘ Vao -Ra
. p— ) Tran Thanh Phuong Khoa Hoc K Thuat 02/10/201007:53:23 LEY
Phangtan TCE MRIRLI [ [racoo: Trén Therh Phuang Knea Hoc k¥ Thuit 02/10/2210 07:56:34 véa
DoTim  @Many OHovaTen | |TQc0o1 Trén Thanh Phirang Khoa Hoc K Thudt 11/10/201008:55:48 1 Vao-Ra
- TQC01 Trén Thanh Phutdng Khoa Hoc Ky Thuat 11/10/2010 14:22:41 1 Vao -Ra
‘ | [JD Tim ] :TQCDDI Tran Thanh Phuang Khoa Hoc K Thuat 11/10/2010 15:26:43 1 Va0 -Ra
VE N Hava Tén Phéng Ben | [TQCo0t Tran Thanh Phung Khoa Hoc K Thuat 11/10/2010 15:26:48 1 Vg -Ra
Al ’ | |TQc0o1 Trén Thanh Phirang Khoa Hoc K Thudt 12/10/2010 10:18:21 1 Vao-Ra
. . TQC01 Trén Thanh Phutdng Khoa Hoc Ky Thuat 12/10/2010 10:18:25 1 Vao -Ra
Oocoor 7z Therh Phureng Kaea Hoc KT TAUEt || gy Trén Thanh Phuang Knas Hoz K Thust D0 0857 1 Vao-Ra
I Toc002  HguyénBabuy Knoa Hoc Ky Thudt | | ™locgpg Trin Tharh Phuang Knoa Hoc K Thudt L0002 | 1 Vie-Ra
O 7ocoos el QuangSan Kaoa Hoc K Thudt || rgcons Trin Tharh Phusng Knoa Ho K7 Thudt LN 02314 | 1 Vho-Ra
[mocoo4 B CangLy Kinh Doanh | [Tocon: TrEn Thanh Phuong khos Hoc K7 Thust 1202010 10:23:17 1 Va0 -Ra
[tocoos B4 Hujnh Theai Kinh Doarh H| [Tocoo1 TrEn Thanh Phuong Khos Hot k§ Thust 14/10/2010 07:54:23 Va0
[ 7qco0e  Pham Céng Vin Kinh Doarh | TQC02 Nguyén B3 Duy Khoa Hoc K Thudt 11/10/201008:55:51 1 V30 -Ra
Olmgcoor Ly phirhd Khoa Hoc K§ Thudt | || |TQC002 Nguyn B4 Duy Khoa Hoo Ky Thudt 11/10/2010 08:55:53 1 Van-Ra
T 70C008  Nguyén Hiru Danh Khoa Hoc ki Thuat | || |TQC002 Nouyen Ba Duy Khoa Hoc K¥f Thuat 11/10/2010 11:21:13 1 Vao -Ra
Clocooe L& Qutvi Knoa Hoe kj Thugt | §|_|TQC002 Nguy&n B Duy Khoa Hoc K Thuat 11/10/2010 14:22:43 1 Va0 -Ra
[]TQcat0  Huydn VA Tra My Hanh Chénh Nhan 5yl ||_[TOC002 Nguyen Ba Duy Khoa Hoc K§f Thut 11/10/2010 15:26:52 1 Va0 -Ra
(1790013 Ligng Mot Huyén Hanh Chénh Nngn 5y || TC002 Nguyén Ba Duy Khoa Hoo Ky Thudt 11/10/2010 15:26:54 1 Van-Ra
[]Tqeois i Bink Tén Ban Gim B | |TQc002 NguyEn Ba Duy Khoa Hoc Ky Thuat 12/10/2010 10:18:27 1 Vao -Ra
[]70C020  Hauydn Arh Quén Ban Giém B | |TQC002 Nguyﬁn Ba Duy Khoa Hoc Ky Thuat 12/10/2010 10:18:30 1 Va0 -Ra
| |TQcooz Mguyen Ba Duy Khoa Hoc K7 Thuat 12/10/2010 10:23:1% 1 Van-Ra

- Chi tiét ngang: phan mém hién thi 10 1an quét van tay/thé dau tién ctia nhan vién trong mot
ngay dudi dang hang ngang.

Bao CaoRa-Vao

£73u - Cufi | ChiTiét Doc | ChiTiEt Ngang
Tir Ngay |01f10f2010 M BénNgéy‘Hflﬂ,’znm M :

an1 Lan 2 Lan 3 LEn4 L&n 5
Phing Ban ‘Tét 4 M[@_] [@[ﬂ M Nhzn Vien Ho va Tén Phng Ban Ngay g | g [ [ Teg | | g | L [ T
‘ Gig THéi Gig Théi Gig Tha Git Thi Gif T
DoTim  @wany OHovaTén _[Tocoot TinThanhPhuong  hozHockjThudt  02/10/010 (0753 VAo 0756 VAo
| | [ ) T ] _[Tqcont Tran Thanh Phuang  Khoa Hoc K§ Thudt 11/10/2010 0855 Vao-Ra 1422 Vao-Ra 15:26 Vao-Ra |15:28 Vao-Ra
TQCO01 Trén Thanh Phuong  |Khoa Hoc Ky Thudt 12/10/2010 | 10:18 | VAo -Ra | 10:18 | VAo -Ra | 10:18 Vao-Ra |10:20 Vao-Ra 10:23 |Véo
MaNY Ho v& Tén Fhing Ban Quont TnThehPhuorg  [hesHockjThudt | 14/10/010 |07:54) Vi
Al _[Tqcooz Nguyen B3 Duy Khoa Hoc K§f Thugt 11/10/2010 |08:55 | V3o -Ra |08:55 | Vao-Ra | 1L:21 Vao-Ra|14:22 Vao-Ra 15:26 |Vao
[ qcont e Thanh Phutng Khoa Hoc Kj Thugt | | [TQCO02 MNguyén 83 Duy Khos Hoo ki Thudt — 12/10/2010 | 10:18 VEo-Ra 10:18 Véo-Ra 10:23 Vao-Ra 10:23 Vao-Ra
[Jocooz  NguyénBa Duy Khoa Hoc K Thugt | (| [TQCO03 BUi Quang Son ¥hoa Hoc K Thugt 11/10/2010 11:21 Véo-Ra 1422 Vao-Ra
[] 7003 Bl Quang Son Khoa Hoc Ky Thugt | | _[TQC004 Bli Céng Ly Kinh Daanh 11/10/2010 1821 | V3a-Ra 1422 Vio-Ra
[Jocoo4  BiiCangLy ¥inh Doanh __[Tqcaos 84 Hujnh Thaai Kinh Doanh 11/10/2010  11:21 Vao-Ra 1422 Vao-Ra
OToco0s 98 Hujnh Theal Kinh Doanh | [Tqcoos Pham Céing Van Kinh Doanh 11/10/2010 |11:21 | V3o -Ra | 11:21| Véo-Ra 1422 Vao-Ra
[] 70006 Pham CéraVin irh Daarh [ocao7 Ljhiphd KnosHockjTudt  LUA02010  18:21 Vio-Ra 14:22 Vio-Ra
C17oco07 L Ph Knos Hoc 47 Thut TQC008 MNouyenHiuDarh  KhosHockjThudt  14/10/2010 |11:21|VAo-Ra|14:22| Vio-Ra|16:36 Vao-Ra 16:41 Vio-Ra
AR T . hos Hoc k7 it Brocons AT Khos Hoc KjThust | 10/10/2010 |11:21 | vo-Ra | 1422 | Vio-Ra| 14:34 Va0 -Ra | 16:29 | Vo -Ra | 16:28 | Vo
[]7oco0s  L&Quicyi Khaa Hoc K Thudt
(1 7Qc0w  Nguyén VA Tra My Hénh Chénh Nhén Sy
[J70c013  Ligng Nooc Huyén Hanh Chanh Nhén Su
[JTooi Bl Bih Tan Ban Gidm Dt
[JTocom  Nouyén Anh Quén Ban Giém 2
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Xuat bao cao: sau khi da xir 1y va c6 dit liéu hién thi, xuat ra exel bang cach nhan nut

[ % ¥udt Ra Excel ]

12.Bao Cao Hién Dién
Vao Cham Céng = Bao Céo Hién Dién

Chuc nang: bao cao hién dién thdng ké duogc sb luong nhan vién da vao cong ty (théng qua cac lan
quét thé/check van tay trén cac thiét bi chdm cong) tai mot thoi diém nhét dinh. Nguyén tac: kiém
tra 14n vao dau tién ciia nhan vién.

Béo Cao Hién Dién
Mgy 01/12/2010 M @ Chon TAt C& Téngsé: 13 Hign Dign: 1 vingMat: 12 Ving M3t C6 Phép: 1 Ving Mt Khéng Phép: 11

Trude Giy |09:00:00 |, _Bo Chan CoMat | véng Mat | Téing Hop |

Ban Giam B6c M&Nhanvien | Ho va Tén | Phang Ban | Gigvaolan®au | ThistBi |
Cham sac Khach Féng b [TQC001 Trén Thanh Phirang Khoa Hoc K7 Thust 01/12/2010 07:54: 12 1

Hanh Chénh Nhan Sur m
K& Todn

Khoa Hoc K Thuét
Kinh Doanh

Thuyc hién:

v' Chon d6i trong: mic dinh khi vao chirc ning nay, phin mém sé& chon tit ca cac phong ban hién
c6. Chung ta co thé chon lai di tuong (¢ day 1a phong ban), c6 thé xur 1y theo cong ty, nhiéu

phong ban hodac mdt phong ban. Nut cho phép chon tat ca cac phong ban, nit

b6 cac ddu chon phong ban trong danh sach.
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v Chon thoi gian: tiép tuc chon ngay va thoi diém can kiém tra, thoi diém nay chon bét ky gid nao
trong ngay, mdi thoi diém c6 thé cho két qua khic nhau. Cudi cung la nhan vao nut

nat

[

Thurc Hién

l

E

dé xir Iy. Sau khi xir Iy xong ¢ thé xuét ra file excel bang cach nhan vao

¥uat Ra Excel l

v' Vi du: can kiém tra sy hién dién ctia nhan vién trong ngay 01/12/2010 truéc 9 gio. Sau khi thuc

hién cho két qua:

Tong 56: 13

Co mat:

Hién Dién; 1

Co Bt | vang et | Téng e |

Vang Mat: 12 Vang Mat Co Phép: 1

Vang Mat khang Phép: 11

M& MNhén Vign

Hg v& Tén | Phéng Ban |

Gid Vo Lan £Eu

| Thigtei |

[w

TQC001

Tran Thanh Phuaong

khioa Hoc K§ Thudt

01/12/2010 07:54:12 1

Ving mit: Ly do nghi (néu c6) chi duge thé hién khi nhan vién nghi di dugc nhap vao phin

mém.

| cé mst | Yana Mt | Téng Hap |

Téng hop:

Ma Nhén Vién | Ho va Tén | Phéng Ban | MNgay | Ly Do Nghi {(néu cd)

| [TQCo20 Nguyén Anh Quan Ban Gidm Doc 01122010
| |Tqco Bui Binh Tan Ban Gidm Dac 01/12/2010 | Phép Mam
| |TQCo13 Liéng Mgoc Huyén Hanh Chanh Mhan Suwr 01122010
| |Tqcoio Nguy&n V& Tra My Hanh Chanh Mhan 5w 01/12/2010
| [TQCo0& Pham Céng Van Kinh Doanh 01122010
| [TQcoos D& Huynh Thoai Kinh Doanh 01122010
| |Tqcoos Bi Céng Ly Kinh Doanh 01/12/2010
| |Tqcooe L& Quéc Vil Khoa Hoc K§ Thuat 01/12/2010
| [TQCoos Nguyén Hiru Danh Khoa Hoc K Thuat 01/12/2010
| |Tqcoo? Ly Phi Phi Khoa Hoc K Thuat 01/12/2010

TQCO03 Bui Quang San Khoa Hoc K¥ Thuat 01122010
Iﬂm MNauyén B4 Duy Khaa Hoc K7 Thuat 01/12/2010

—
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Cé Mat | vé&ng Mat | Tdng Hop
vang Mat
Phang Ban MNgay Tinh ©&n Gid |  Cd Mat
Téng | CaPhép [khang Phép
| _|Ban Gidm B&c 01/12/2010 09:00:00 2 i 1
|_|Chi&m Séc Khach Hang 01122010 0%:00:00
|_|Hanh chénh Mhan s 01/12/2010 09:00:00 0 2
| _|Kinh Doanh 01/12/2010 09:00:00 3 a 3
KE Toan 01/12/2010 09:00:00
a 5

WiSE

SOLUTIONS

M 01/12/2010 | 09:00:00 1 5
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. ___________________________________________________________________________________________________________________________________________|
Chwong 10: Cong Cu

1. Thém Dir Liéu Vao — Ra
Vao Cong Cu =» Thém Dir Liéu Vao — Ra

Chuc ning: : cho phép thém dir liéu vao/ra theo cac nhu ciu thuc t& cta cong ty nhu: cap dién,
khong di lam nhung van phai c6 dit liéu ... Céac dit liéu thém & Chirc niang nay hoan toan thi cong
va khong phai 13 cac dir liéu do thiét bi chim cong tra vé. Chung ta c6 thé thém dirliéu cho mot
nguoi, nhiéu nguoi tai mot thoi diém trong ngay, dir li¢u thém vao cd thé dugc xac dinh 1a Vao
hodc Ra.

Thuc Hién: dau tién chon dbi twong 13 toan bd cong ty, phong ban, nhiéu ngudi hodc mot ngudi.
Tiép tuc chon ngay — gid va trang thai vao hoic ra.

Thém D Ligu Ra - Vao
& Mhan Vién ‘ Ho va Tén | Phéng Ban Ngay - Gid V30 -Ra

PhéngBan [Tt Ca M b Tacant TrEn Thanh Phuong Khaz Hoc K5 Thudt 01001007534 Vio
DaTin  @wanEnven (HovéTén

p Tim
Ngay 0210010 | G3|07:56:34 &) Vao-Ra Vao M
Ma Ny Hova Tén Phang Ban
O al
TQCOO1  Trén Thanh Phuong Khoa Hoc K§ Thuat
[ 7Qo02  NguyénBa Duy khoa Hoc K Thust
[ Tocoos  BuiQuang 5o Khoa Hoc Ky Thudt
O 7qoon4  BliCangLy Kinh Doanh
[]7qco0s 88 Hujnh Theai inh Daanh
[ TQcoog  Pham Chng Vin finh Daanh
O mocoo7 Ly Phiehd Khaz Hoc K7 Thudt
[ 7Qo08  Nguyén Hiru Danh khoa Hoc K Thust
[C]Tocoos L& Quéc vil Khoa Hoc Ky Thudt
O 7qooin MouyEn va Tra My Hanh Chénh Nhan Sy
[]7qc013  Ligng Ngoc Huyén Hanh Chanh Nhan S
[ Tocoie Bl Birh Tan Ban Giam Bt
O rqoozn MauyEn Anh Quén Ban Giém Dic

2. Piéu Chinh Dir Liéu Vao — Ra
Vao Coéng Cu = Piéu Chinh Dit Liéu Vao — Ra

2 CONG TY CO PHAN GIAI PHAP WISE
I Tel (84-8) 5444 5813 /54490.735 - Fax (84-8) 54490.736
488 Ap Bac, Phudng 13, Q. Tan Binh, Thanh Phd HCM

SOLUTIAONS

Website: www.wise.com.vn - www.chamcong.com



HUONG DAN SU DUNG SmartTAS 133

. ___________________________________________________________________________________________________________________________________________|
Chuc niang: cho phép thuc hién diéu chinh, thém, x6a dit liéu vao/ra do phan mém tai vé. Muc dich
ciia Chirc ning nay 1a cho phép ngudi quan 1y hé thdng thay dbi dir liéu chidm cong so véi dit liu
that da tai vé tir cac thiét bi chAm cong nham dép tmg véi cac thay doi thuc té. Vi du nhu céc truong
hop: di tré ¢6 xin phép, quén chidm coéng nhung van co di lam .... Viéc diu chinh nay thyc hién 1an
luot trén timg nhan vién can hiéu chinh.

Thuc Hién: ching ta can chon khoang thoi gian va dbi tuong can diéu chinh: Pau tién chon ngay —
thang — nam, néu ngay duoc chon 1a “Thang” thi xem nhu chon dir li¢u cta toan bd thang. Sau dé

nhap mi nhan vién va nhan nut [% —— ] Khi d6 dir liéu cua nhan vién trong thoi gian da
chon s& hién ra. Chung ta c6 thé diéu chinh tryc tiép tir ddy cac thong sd nhu ngay gio, thiét bi,
vao/ra, ngoai ra chiing ta ciing c6 thé sir dung thanh navigator dé x6a/thém dir liéu ra/vao.

Bigu Chinh DIr Ligu Ra - Vao

Mgy Théng |w| Théng |12 &) Nam 2010 =) MeiNhén Vién TQCO0I [Py semDirLieu
L Lo« J oo Lo Jo» I ow | o+ | - [ - | |
M5 NhdnVién | Ha v& Tén | Phang Ban |  mNgay-Go | ThStEi | Vio-Ra |
|_[TQco01 Tran Thanh Phuang Khoa Hoc K§ Thuat 01/12/201007:5412 1 Vao
!TQCUU 1 Trén Thanh Phurang ¥hoa Hoc K§ Thuat 01/12/2010 17:07:09 2 Ra

3. Nhéap Dir Liéu Tir File Dt Li¢u Tho
Vao Cong C4,=>» Nhapwit Li¢u Tu File Dir Li¢u Tho
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Chwong 11: Cac Cau Héi Thuong Gap

1. Thiét Bi
2. Hé Thong

3. Cham Céng
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